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Confidentiality

The information contained in this document is confidential and is submitted by BTL on the understanding that it
will be used only by the recipient and staff or consultants to the recipient and that, where consultants are
employed, their use of this information is restricted to use in relation to the business of the recipient. Copyright in
this document remains vested in BTL. All rights reserved.




Disclaimer

Whilst every effort has been made to ensure that the information and content within this document is accurate,
up-to-date and reliable, the information provided is on an “as is” basis. BTL Group Ltd. shall have neither liability
nor responsibility to any person or entity with respect to any loss or damages arising from the information
contained in this document or from the use of the software accompanying it.

 

 

Documentation
Statuses

 

Status Defintion

Draft Not yet released; draft documentation should not be circulated externally
without prior written acceptance from all relevant parties.

Preview A preview copy of acceptable quality; preview documentation may be issued
to support customers with research or testing but is subject to additions or
alterations at any point.

Live Final copy that has been approved and released; live documentation will only
change in the event that a significant alteration or amendment is urgently
required.
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2 Introduction
to
SecureMarker
SecureMarker is a standalone, on-screen solution capable of managing the marking of on-screen tests. SecureMarker
allows you to mark and annotate candidate responses and contains features to help maintain quality and consistency
in examiner marking. SecureMarker also enables you to allocate items for marking amongst the available examiners. 

Although SecureMarker can function as a standalone product, it is also capable of being integrated with existing
systems that might want to take advantage of its functionality. 

SecureMarker can integrate with both SecureAssess and Surpass. Unmarked candidate scripts are sent
from SecureAssess or Surpass into SecureMarker, and marked and annotated scripts are exported back. In this
scenario, SecureMarker effectively acts as a sophisticated extension of the existing marking interface in SecureAssess
or Surpass.
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2.1 Glossary
of
Terms
Here are some frequently used terms that are essential to understanding and using SecureMarker:

 

Term Definition

Candidate The individual who sits the test/exam. Not to be confused with a user, a candidate will never log in
to SecureMarker.

Control Item This is a candidate response that has been marked and its accepted mark has been agreed by at
least one senior user. These items are typically used to test that examiners are marking consistently
and within the agreed marking standard. Control Items can then be used to automatically monitor
the quality of examiner marking. SecureMarker can freeze an examiner’s progress, flagging their
account for review if they mark outside the limits of Control Items too often.

Escalation This is a response that an examiner has flagged for attention from a senior user.

Exam An exam sits within a qualification, and may have multiple exam versions associated with it. This is
known as a test in Surpass.

Exam Version This contains the content or rules that determine what question items make up a candidate’s test.
This is known as a test form in Surpass.

Examiner A user who has permission to mark items.

Item One question in an exam.

Item Group A collection of items that are viewed and/or marked at the same time by an examiner.

Qualification The overall qualification which particular exams (and versions of those exams) belong to. This is
known as a subject in Surpass.

Quota The amount of items/item groups allocated to an examiner to mark. 

Response A question from a candidate's script that has been answered and is ready to be marked.

Role A defined set of permissions that can be assigned to users.

Script A candidate's whole exam.

SecureAssess This is one of BTL’s exam administration and delivery systems, which is used to manage exam
centres, users, candidates, subject eligibility, exam scheduling, results and reporting. This can also
be done in the 'Test Administration' screen of Surpass.

SecureMarker This is an on-screen, human-marking product, which plugs into the existing exam workflow of
SecureAssess or Surpass.

Unique
Response

The number of different responses to an item. Identical candidate responses will be automatically
awarded the same number of marks.

User A person who logs into, uses, and interacts with SecureMarker.

VIP Mode Scripts in VIP Mode are flagged to require more urgent attention than other exam scripts. The
responses from a script in VIP Mode are prioritised for marking and will be presented to examiners
first during marking. This mode can be accessed from the 'Script Review' screen.
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2.2 Overview
of
SecureMarker
Functionality
SecureMarker is split up into different sections containing different functionality:

 

Section Description

Roles In the 'Roles' screen, you can view and edit the permissions attached to roles in your instance of
SecureMarker, as well as create custom roles. These roles are assigned to users to control the access
each user has to SecureMarker and the tasks they can perform.

Example roles might include Administrator, Principal Examiner, Team Leader, Examiner, etc.

Users In the 'Users' screen, you can create, edit and delete SecureMarker user accounts. You also assign users
global level roles from here, which gives them access to particular areas of the system across all exams.

Examiners In the 'Examiners' screen, you can assign users roles at an exam level. This area of SecureMarker also
allows you to set up examiners in 'Training Mode', so that new examiners can familiarise themselves
with the system.

Item
Groups

In the 'Item Groups' screen you can group individual items together so that related questions can be
marked together. This allows an examiner to view and/or mark responses from the same candidate's
script at the same time.

Quality
Control

The 'Quality Control' screen contains all the features used to manage the quality and consistency of
examiner marking for each specific exam. This includes setting up Control Items, processes such as how
each exam is marked, and how the quality of the marking is monitored for each specific exam.

Quotas In the 'Quotas' screen you can allocate items to available examiners and monitor the overall marking
progress of each exam. For example, users can see the total number of question items that have been
marked, and the total number that are left to mark. you can also view and control examiner
suspensions.

Marking In the 'Marking' screen, you can annotate and assign marks to candidate responses for the items in
your quota.

Escalations In the 'Escalations' screen, you can review candidate responses that have been escalated by examiners
for further attention. You can choose to mark the response, send it back to the pool of unmarked
items, or view the whole candidate's script.

Script
Review

The 'Script Review' screen allows you to manage and report on all candidate scripts. You can monitor
the status of each script and view the candidate's responses and marking.




SecureMarker
and
External
Interfaces

SecureMarker contains features and architecture to allow external systems to inject or export data directly to and from
it, without third party users having to interact with the SecureMarker user interfaces. For example, an awarding
organisation might want to import a group of their examiners along with their associated roles for different
exams automatically (i.e. not enter them all manually into SecureMarker using the 'Users' features). This could be done
via an external interface.
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2.3 Accessing
SecureMarker
SecureMarker is available online and is accessed through a web browser. This means it is possible to access the
SecureMarker system remotely, wherever you have access to the internet. You should receive information on what
URL you need to access SecureMarker from your awarding organisation. If you haven’t got this information, then
contact your project/system administrator.

 

Username
and
Password

When your account is created, you will automatically receive an email containing your unique username and
password.  

When you have your login details:

·         Open the SecureMarker URL in your web browser. The 'Log In' screen will be displayed. 

 

On the 'Log In' screen you can select the following three links to see the following information:

Technical
Support: Information on how to contact the technical team for help using SecureMarker.

Server: Details on what server SecureMarker is connected to.

About: Further information about SecureMarker, including current version number. 

 

·        Type in your username and password, then select the ‘Log In’ button.

·        The SecureMarker interface will load and display the 'Home' screen.

·        Across the top of the screen you will see tabs, which you can use to access different areas of the system. The
number and types of tabs available to you will depend on the role you have been given. 
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First
Log
In

The first time you log in to SecureMarker, you may be prompted to set a new password, depending on your
organisation’s configuration.

 

Enter a new password in each of the fields provided and then select ‘Submit’. A pop-up will display to let you know
you’ve successfully set the new password. You can use this password along with your username to log in to the
SecureMarker system from now on.

 

Personal
Profile

When you are logged in, your username will be displayed at the top of the screen. Select your username to reveal a
menu with the option 'Personal Profile'.

Select this to amend personal details such as name, email address and phone number, or to change your password.

To change any details, edit the fields as required and select 'Save Changes' to apply the changes.

If you want to change your password, select the 'Change Password' button. This will display a menu allowing you to
enter your existing password and then to enter and confirm your new password. When you have entered your new
password and selected 'Change Password', you will see a confirmation of the password change.

 

 

Logging
Out

To log out, select your username at the top of the screen, then choose 'Log out' from the menu.
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You will be asked to confirm whether you do want to log out. Select 'Yes' to confirm, or 'No' to remain logged in.

You should log out from the SecureMarker system when you have completed your session. This ensures that no one
else can use the system without proper authorisation if you leave your computer unattended, or if you are using a
shared computer.

 

Secure
Inactivity
Lock

After a period of inactivity, your session will be locked for security reasons. When this happens, you will be presented
with a security message prompting you to either log back in or to log out.

 

 

 

 

 

 

 

 

 

To log in again, re-enter your password and select the ‘Log In’ button. This will return to the same screen you were
working on before your session was locked. Select 'Cancel' to log out completely.
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2.4 Integration
of
Other
Systems
with
SecureMarker
SecureMarker may be integrated with third party software, if required. Therefore, there may be parts of the
SecureMarker system detailed in this reference guide that you will never see as that part is controlled through
integration. For more information on the SecureMarker system you’ll be using, contact your awarding organisation.

The following types of integration are currently supported by SecureMarker:

 

Examiner
Integration

Interface to import examiners automatically into SecureMarker, including any associated roles, against any
relevant exam versions. The implication of this is that users may be completely bypassed within the
SecureMarker system. So, very few (if any) users in these situations will see the 'Users' tab within the
SecureMarker interface as that will be handled by the third party software.

 

Examiner
Payment
Export

Interface to export XML code from SecureMarker, detailing which items have been marked by which examiners
for a specified time period. This export process is intended to be used for examiner payment purposes. This
report will be provided in a clear, standard XML format.
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2.5 SecureMarker
Settings
in
the
Surpass
Platform
Test
Creation

Within the  'Test Creation' screen of Surpass (or ItemBank), you must configure particular settings to force exam
versions/test forms to require the SecureMarker system.

For Surpass, please see the 'Test Form Details' help page.

For ItemBank, please refer to the following location in the reference guide:

ItemBank Reference Guide > Exam Version Management > Edit Exam Version Screen > Miscellaneous

 

Test
Administration

Within the 'Test Administration' screen of Surpass (or SecureAssess), there are screens where you can view information
about the SecureMarker system and exam scripts.

For guidance on the warehoused state of exams, and how SecureMarker exams are tracked by Surpass, please see the
'Audit' help page.

For SecureAssess, please refer to the following location in the reference guide:

SecureAssess Reference Guide > Results > Warehouse State of Exams
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2.6 Layout
and
Interface
Most screens in SecureMarker follow the same format. There is a main table area in the middle of the screen that
contains existing data, and beneath this table of data will be any buttons that allow you to perform actions on that
screen. Depending on your role within SecureMarker, you may have read-only access to some screens. When
performing some tasks, such as marking responses, there will be separate interfaces that open within those screens.

For more specific guidance, please read the other chapters in this guide.

Tabs

Use the tabs at the top of the screen to access different sections of SecureMarker. The tabs available to you depend
on the role you have been given.

 

For information about the functionality available in each tab, see the Overview of SecureMarker Functionality section of
the guide.

 

Configuring
the
Appearance
of
Tables

On screens that contain data in tables, you can change the appearance of the data to suit your activity, for example so
you can easily find and view the data you’re searching for.

You can also adjust the number of rows of data by typing in the box underneath the table.

 

Table
Re-Sizing

Adjust the widths of table columns by hovering over the vertical column dividing lines; the mouse pointer changes to
a double headed arrow. At this point, left-click the mouse and drag left or right to re-size the column widths. 

 

Navigating
Between
Pages
of
Data

If there is too much data to display on a single page in SecureMarker, use the drop-down menu underneath the table
for you to navigate between different pages of data. 

Select the left or right arrow to move between the pages of data, or select a specific page from the drop-down menu.
The number in the brackets shows the number of the records on that page.
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2.6.1 Sorting
Data
You can sort each column of data to order data you can see. You can sort multiple columns at once and also specify in
which order the sorts should be applied.

 

Quick
Sorting
Data

You can select certain column headers to toggle ascending/descending sorting of the data in that column. The
information will be sorted alphabetically or numerically, depending on the type of data. 

Note: You cannot do this instant toggling for columns that have a filtering option on them.

 

Ascending
&
Descending

You can apply ascending/descending sorting to the data presented in a column. If the column is text-based data then
the records are sorted numerically or alphabetically. To apply this sorting to a column of data, whether it is subject to
existing filtering or not, select the arrow and tick either 'Ascending' or 'Descending'. 

 

An upwards or downwards pointing arrow will be displayed on the heading of any column that has either an
ascending or descending sorting filter applied to it. An upwards arrow denotes ascending sorting; downwards
indicates descending.

You can apply multiple ascending/descending filters so you can control the order in which data sorting will be
applied. A number will indicate the order in which ascending/descending were applied. The number 1 would indicate
that it was the first ascending/descending filter being applied, 2 would be the second, and so on.
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2.6.1.1 Filtering
Data
You can use the filter options to reduce the information presented in data tables, so you can display only the
information you’re interested in. To apply these filters, select the arrow on the column header and choose from the
options displayed. The filtering options may vary according to the information contained in that particular column.

You can recognise any active filters by the filtering icon, which will be displayed at the top of any columns that
currently have a filter applied.

 

Text
Filters

With the text filter, you need to enter the search terms in the box provided and then select the magnifying glass
search button.

The filter will search the data in that column for anything that contains your search terms. To clear this filter, select the
‘Clear’ button.

 

Tickbox
Filters

Tick the box next to the types of information you want to display in the table. You can tick as many types of data as
you want to include in the displayed records. The list of options is generated from the available types of information
contained in the data.

To apply the filter once you’ve selected the appropriate options, select the ‘Apply’ button. To clear the filter, use the
‘Clear’ button.

 

Value
Range
Filters

You can filter for data matching a certain value, or within a range of values. These kinds of filters will be found for
columns like 'Percentage' or 'Score'.
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There are three radio buttons on these filters:

‘Filter Off’ - the filter will not be applied to the data.
‘Exact’ - filter and display only data that matches an exact value. Enter the exact value in the field provided; use
the up and down arrows to increase or decrease the value if required.
‘From’ - search within a range of values. Enter a starting value for the range in the ‘From’ field and an upper
limit for the range in the ‘to’ field. Use the up and down arrows to increase or decrease these values if
necessary.

Once you’ve configured the filter, select ‘Apply’ to refresh the records in the table with the filter applied. If you wish to
remove the filter, use the ‘Clear’ button.

 

Date
and
Time
Range
Filters

Some tables will have date-related information that you can filter on. You will need to set the start/from date and the
end/to date.

There are three radio buttons on these filters:

‘Filter Off’ - the filter will not be applied to the data.
‘Today’ - filter and display only data that has a date that matches today’s date. 
‘From’ - search within a range of values. Enter a starting value for the date and time range in the ‘From’ field
and an upper limit for the range in the ‘Until’ field by choosing a date from the calendar. Enter times using the
24hr clock format by typing directly into the spaces provided or using the arrows to increase/decrease the
values. 

Once you’ve configured the filter, select ‘Apply’ to refresh the records in the table with the filter applied. If you wish to
remove the filter, use the ‘Clear’ button.

 

Clearing
All
Filters



To display all available data again without any filters applied, select the ‘Clear Filters’ button at the top of any table of
data that provides filtering options.
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Download
CSV 

On many screens where there is data presented in tables and filtering options available, you’ll also have a 'Download
CSV' option available underneath the data table. 

Select this button to generate and download a CSV file of whatever information is currently displayed in the table of
data. The best way of using this is to apply filters to only show information you want to display on-screen,
before selecting ‘Download CSV’. This enables you to run quick reports to review SecureMarker information in a
different format.
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2.6.2 Selecting
an
Exam
The following screens require you to select a specific qualification and exam:

Examiners
Item Groups
Quality Control
Quotas

Upon navigating to one of these screens, the current qualification and exam will be displayed in the navigation bar. By
default, the most recently accessed exam will be visible.

To choose a different exam to work in, select the current qualification/exam shown in the navigation bar to reveal a
drop-down window. Here you will see a list of links to the five most recently accessed exams, which you can select to
go directly to that exam. You can also use the search bar at the top of the page to search for a specific qualification or
exam, or use the search tables to choose a qualification, and then an exam within that qualification.

You will remain within this exam within these tabs until you change your selection.
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3 SecureMarker
Home
Screen
When you log into the system you will see the SecureMarker 'Home' screen. This screen is displayed for all users
whatever role they have been assigned.

You can edit the information on this screen to include, for example, news items, links to updated FAQs, or support
contact details.  

Edit
Homepage

If you have the ‘Welcome Message Editor’ permission you can edit the contents of the home page. This space can be
used for news updates and important information for all users to see.

If you have this permission, you will be able to see an ‘Edit Home Page’ button at the bottom of the 'Home' screen.

 

You can type directly into the screen and use the available text formatting tools as required. You can also add/remove
hyperlinks on this page.

Select “Save” to confirm your changes. This will now be updated for all users who see this page. You will see a
confirmation pop-up allowing you to ‘OK’ or ‘Cancel’ your changes.  

 

Adding
Hyperlinks
to
the
Home
screen

Select the 'Hyperlink' button to insert a hyperlink on the 'Home' screen.

On the 'Link Info' tab, you can choose your link type:

URL - the web address of any resource available on the internet. Choose the 'Protocol' for your link and enter
the address in the text box.
Link to anchor in text - an internal linking pointing to a specific place on the home screen (eg. #anchor1). You
must set up these anchors before you set up a link.
Email - an email address so users can quickly compose an email. Enter the address you want to users to send
an email to. You can also set up the default subject and message.

For URL hyperlinks, use the 'Target' tab to define where the link will open.

If you have knowledge of HTML and CSS, you can use the settings on the 'Advanced' tab to configure the
presentation of the link.

Select ‘OK’ to confirm your settings, or ‘Cancel’ to exit the dialogue without saving.

 

Item
Responses
Available
to
Mark

You may also see a table of information on the 'Home' tab with ‘Item responses available to mark’. This table shows
any items where you have been assigned an unlimited quota of responses to mark. 

Note: This information may or may not be available depending on your organisation's configuration of
SecureMarker.
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To navigate directly to the marking screen for an item, select it in the table and choose 'Mark', or double-click on the
item.

Select the refresh icon to update the information in the table. 

Note: When the table contains more than five rows, a scroll bar will appear. This is to prevent the table from
blocking any of the welcome text on the home screen.

 

View
Most
Recent
CIs

If you have the 'Review Own Marked CI' permission, you will also have a button on the home screen to 'View Most
Recent CIs'. Select this to view a list of Control Items the user has marked, along with the mark they awarded and
whether this was within tolerance.

 

View
Marking
Report

You may also have the option to view a report of items that you have previously marked.  To access this
information, select the 'View Report' button on the SecureMarker homepage. This will open a window that allows you
to view a history of how many items you have marked over a given time period.

Note: This information may not be available depending on your organisation's configuration of SecureMarker.

You can then choose over which time period you wish to view the report:

This month - shows items marked during the current month.
Last month - shows items marked during the previous month.
Custom - use the calendar to select the dates you wish to see information about.

 Once you have selected the correct time period, the details of all the items you have marked will appear in the table
below. 

 Select the 'Download CSV' button to export this data to a CSV file.

 

 When you have finished, select the 'Home' button in the top-left corner to return to the main 'Home' screen.
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View
Unmarked
Items
Report

If you have the 'Unmarked Items Report' permission, you will see the 'View Unmarked Items Report' button. TSelect
this to extract a CSV file that lists the items with some unmarked responses within a selected date range. This shows
items across all exams.

To view the report, select the 'Unmarked Item Report' button. The table will display the following information:

Qualification: The name of the qualification.
Exam: The name of the exam.
Item Name: The name of the item.
No. of Outstanding Responses: The number of responses associated with this item that have not yet been
marked.

On selecting an item, you will also be presented with information about the examiners assigned to the item. The table
will display the following information:

Full Name: The name of the examiner.
Remaining Quota: The number of responses the examiner must mark in order to achieve their quota.

 Select the 'Download CSV' button to export this data to a CSV file.

 

View
Marking
Managers
Report

If you have the 'Marking Managers Report' permission you will see the  'View Marking Managers Report' button. This
displays information for all examiners across all exams. To view the report, select the 'View Marking Managers Report'
button. The table will display the following information:

Name: The name of the examiner.
Qualification: The name of the qualification.
Exam: The name of the exam.
Exam Version: The exam version(s) the item appeared in.
Item Name: The name of the marked item.
Unique Responses Marked: How many unique responses of that item the examiner has marked.
CIs Marked: How many Control Items the examiner has marked.

You can also choose over which time period you wish to view the report:

This month - shows items marked during the current month.
Last month - shows items marked during the previous month.
Custom - use the calendar to select the dates you wish to see information about.

 Select the 'Download CSV' button to export this data to a CSV file.
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4 Roles
In the 'Roles' screen, you can customise the roles available to assign to users in SecureMarker to controls the level of
access each user has. Roles allow you to apply the same permissions to many users’ accounts. For example, you may
create a role for each job within your organisation.

On the left of the screen you can see a list of the existing roles in the system. On the right, you can see the
permissions associated with the selected role.

 

Create
a
New
Role

To create a new role, select the ‘Create Role’ button.

Enter a name for the new role and select 'OK' to confirm. Choose ‘Cancel’ to close the window without creating a new
role. 

 

 

 

 

 

 

 

 

The new role will be displayed in the list of roles on the left of the screen. For newly created roles, no permissions are
selected automatically. 

There are three panels that allow you to apply settings for roles:

Permissions       
Assignable Roles       
Levels               

See below for more information.

 

Permissions

Select the permissions you want to assign to the role. There are permissions for each tab and also for more specific
functions within each screen.

If you only assign access to a tab and none of the sub-permissions, then you are effectively giving users with that role
read-only access to that screen.

For more information about the permissions available, please see Permissions
(Section
4.1).

 

Assignable
Roles

For each role, you can select the roles that users can assign to others. 
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Note: Bear in mind that in order for users to be able to assign any roles at the global level, they will also need
access to the 'Users' screen.

You can use the ‘Select All’ option beneath the 'Assignable Roles' panel to select (or then un-select) all existing roles
as assignable.

 

Levels

In the 'Levels' panel, choose whether the selected role is assigned at the global level or at the exam level.

If global level is selected, then users who are given this role will be able to perform operations allowed by the role for
all exams in SecureMarker. This role is given to users from the 'Users' screen.

If exam level is selected, then users will only be able to perform the operations allowed by this role for exams that
they have been assigned to. This role is given to users from the 'Examiners' screen.

You can select both options to assign the role at either global or exam level on a user by user basis. So, one user
could have the role at the global level, whilst others are given the role for a particular exam. 

 

Edit
a
Role

To edit an existing role, select it in the list of existing roles. The settings for that role will now be displayed on the
right, so you can tick or un-tick the permissions for the role. 

When you’ve finished editing the role, select the ‘Save Changes’ button to apply the new permissions. Use the ‘Revert’
button to reset the permissions back to their state when you first selected the role.

If you make changes to a role and then select another role without saving your changes, a warning will be displayed.
This allows you to save the changes you’ve made, discard the changes, or to cancel.  

 

Delete
a
Role

To delete a role from SecureMarker, select it in the 'Roles' list. Now choose the ‘Delete’ button. A warning will be
displayed asking you to confirm that you really want to delete that role.  

Choose ‘Cancel’ to close the window without deleting.
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4.1 Permissions
In this panel, you can select the permissions for your chosen role. If a setting is ticked then it is enabled for any users
with the selected role. 

 

There are ‘parent’ and ‘child’ settings in the 'Permissions' panel. Any selected child settings will only be effective for a
role if the parent of that setting is also enabled. Parent permissions tend to be to access/view screens and their
information in SecureMarker. Child settings are for performing specific tasks within a particular screen. Therefore,
giving a role access to a tab permission without any of its child permissions offers essentially a read-only type of
access to that part of SecureMarker. 

 

Global
Permission

In the 'Permissions' list, some permissions have a globe icon next to them.

These permissions, when they are set on a role, are set at the global level. This means they offer access to all exams in
SecureMarker for that permission. 

 

Select
All

You can use the 'Select All' tickbox option to select or unselect all permissions for the selected role.

 

Permissions
List
Overview

This table gives an overview of the permissions available to assign to roles:

Permission Description

Welcome
Message
Editor
(Tab)

Gives access to the ‘Edit’ button on the 'Home' screen, allowing users to change the
content there.

Roles
(Tab) Gives access to the 'Roles' tab/screen.

Users
(Tab) Gives access to the 'Users' tab/screen where users can create, manage and retire other
users.

Examiners
(Tab) Gives access to the 'Examiners' tab.

Item
Groups
(Tab) Gives access to the 'Item Groups' tab/screen: Allows users to create and edit groups.

Quality
Control
(Tab) Gives access to the 'Quality Control' tab/screen.
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CI Review On the 'Quality Control' screen: Access to the ‘CI Review mode’ button and dialogue.

Create Control Items On the 'Quality Control' screen: Access to the ‘Create CIs’ button and dialogue.

Edit CI Feedback On the 'Quality Control' screen: Allows the user to edit CI feedback from other
examiners when reviewing CIs or viewing CIs.

Manage CIs Mark
Distribution

On the 'Quality Control' screen: Access to the ‘Mark Distribution’ button in the
‘Manage Control Items’ screen.

Manage Control Items On the 'Quality Control' screen: Access to the ‘Manage CIs’ button and dialogue.

Manage Decimal Marks On the 'Quality Control' screen: Access to the 'Decimal Marks' button and the ability
to switch this 'on' or 'off' to determine whether decimal marks can be awarded for a
particular exam. 

Manage Marking Restriction On the 'Quality Control' screen: Access the ‘Marking Restriction’ button.

Marker Qualification
Settings

On the 'Quality Control' screen: Access to the ‘Examiner Competency Settings’ button.

Release For Item Mass
Marking

On the 'Quality Control' screen: Access to ‘Release Item for Marking’ button.

Resume Marking On the 'Quotas' screen: Access to the ‘Stop Marking' and ‘Resume Marking' buttons
to control examiners' marking access.

Set Default Values For Items On the 'Quality Control' screen: Access to the ‘Item Defaults’ button and dialogue.

Quotas
(Tab) Gives access to the 'Quotas' tab/screen.

Manage Quota On the 'Quotas' screen: Access to the ‘Edit Quota’ and ‘Set Unlimited Quotas’ buttons.

Propose CI On the 'Quotas' screen: Access to the ‘Submit as CI’ button when reviewing marked
responses.

Quota Management Mark
Distribution

On the 'Quotas' screen: Access to the ‘Mark Distribution’ button in the ‘Marked Items’
screen (accessed using the ‘Review Marked Items’ button).

Review Marked CIs in Quota
Man

On the 'Quotas' screen: Access to the ‘Review Marked CIs’ button.

Review Marked Items On the 'Quotas' screen: Access to the ‘Review Marked Item’ button and dialogue.

Review Escalated Items On the 'Quotas' screen: Access to the ‘Review Escalated Items’ button.

Marking
(Tab) Gives access to the 'Marking' tab/screen.

Examiner On the 'Marking' screen: Allows users to mark candidate responses that they have
been assigned a quota for.

Marking Managers Report On the 'Marking' screen: Access to the 'Marking Managers Report'.

Marking Report On the 'Marking' screen: Access to ‘Marking Report’.

Propose CI On the 'Marking' screen: Access to the ‘Submit as CI’ button when marking.

Review Own Marked CI On the 'Marking' screen: Allows users to review Control Items that they have marked
themselves.

Review Own Marked CI
When Susp

On the 'Marking' screen: Allows users who have been suspended to review Control
Items that they have marked themselves.

Permission Description
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Senior Examiner On the 'Marking' screen: Allows users to mark candidate responses that they have
been assigned a quota for. (As Examiner above).

Unrestricted Examiner On the 'Marking' screen: Exempt users from Marking Restrictions (users with this
permission will always be able to make more than one candidate response from each
script).

Escalations
(Tab) Gives access to the 'Escalations' tab/screen.

Change Marked Items Allows users to change the grade of even those items that have not been escalated,
when in the 'Escalations' tab.

Submit Zero Marks for
Whole Script

Allows users to award zero marks to a whole script, before submitting it from the
'Escalations' tab.

View Whole Script On the 'Escalations' screen: Access to the ‘View Whole Script’ button when reviewing
escalations.

Script
Review
(Tab) Gives access to the 'Script Review' tab/screen.

Moderate Script On the 'Script Review' screen: Access to the ‘Moderate’ button.

Confirm On the 'Script Review' screen: Access to the ‘Confirm Result’ button.

Set Flag On the 'Script Review' screen: Access to the ‘Flag’ button.

Set VIP On the 'Script Review' screen: Access to the ‘VIP Mode’ toggle button.

Set Moderated On the ‘Script Review’ screen: Access to the ‘Moderated’ toggle button.

Review On the 'Script Review' screen: Access to the ‘Review Whole Script’ button.

Upload on Behalf of
Candidate

In the 'Review' screen accessed from 'Script Review'. Allows users to upload additional
files on behalf of the candidate for file attach question types.

Note: Users requiring this permission must also be assigned the 'Review'
permission as well.

Personal
Profile
Editor Gives access to the 'Personal Profile Editor' tab/screen.

Integration
(Tab) Integration permission. Should not be assigned to standard users.

 

 

 

Permission Description
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5 Users
in
SecureMarker
The 'Users' screen allows you to create, edit and delete users in the SecureMarker system. This includes assigning
global roles to users and editing details on users’ accounts. In the main part of the screen is a table listing the existing
users in the SecureMarker system and each user’s associated global level roles, if any are assigned. On the right-hand
side of the screen is a panel that displays the existing information for each user. To show a user’s information, select
that user in the 'Users' list. If no user is currently selected then no information is shown in this panel.

 

Create
New
User

To create a new user, select the ‘Create User’ button. This will display a pop-up where you can enter the details of the
new user. 

 

 

 

 

 

 

 

 

 

 

 

 Enter the information required for each field. The following table describes what information each field requires. Any
mandatory fields are indicated as such by a red asterisk.  

Field Description

Username The system username for this user, which they enter to access SecureMarker.

First Name First name of the user.

Last Name Last name of the user.

Expiry Date The date on which this user’s account will become inactive – from the date set here, the user will
no longer be able to log in to SecureMarker using this user account.

Click this field to display a calendar; navigate to the preferred date and select it. The selected
date will then be automatically displayed in the 'Expiry Date' field.

Email The email address of the user. This is important as it will be used to send the username details
and automatically generated password to the user when you have created their account.

Phone The user’s phone number.

External Ref Any external reference number used to identify this user, for example in the awarding
organisation’s audit operations.
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Create
New
User:
Global
Roles

If necessary, you can assign the user a global role. The list of roles will only contain roles that can be assigned at a
global level.

Select any global level roles that the user should have, then select ‘OK’ to create the user. Select ‘Cancel’ to exit
without creating the user. 

Note: Only global roles (i.e. roles that apply across all exams and versions) can be assigned in this screen. To
assign a role for a particular exam only, you should use the 'Examiners' tab.

 

Edit
an
Existing
User

To edit the information of an existing user, select their username in the 'Users' list and then choose the ‘Edit User’
button located beneath the 'User Details' panel on the right of the screen. 

Amend any necessary details and select ‘OK’ to confirm changes. Select ‘Cancel’ to exit without editing the existing
user. 

 

Delete
a
User

Deleting a user deletes a user’s account from the SecureMarker system, but preserves some of the data of the user
and all their interactions in the system for audit purposes.  

To delete a user, select the user and then choose the ‘Delete User’ button.

Select ‘Delete User’ again to confirm and delete the user, or choose ‘Cancel’ to close the pop-up without deleting the
user.

 

Reset
All
Passwords

If you have a 'super user' account, assigned by BTL, you can reset the passwords for all users within the system.

To do this, select the 'Reset All Passwords' button, which is located at the bottom of the page. 

Confirm to reset all passwords and send an email to users informing them of the changes. Select 'Cancel' to return to
the 'Users' screeen without making any changes. 

 

Reset
a
User’s
Password

You can manually reset a user's password.

Select their user account in the 'Users' list and then select the ‘Reset Password’ button in the ‘User Details’ panel.

Select ‘Reset Password’ to reset the user’s password, or choose ‘Cancel’ to close the pop-up without resetting the
user’s password. 
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6 Examiners
The 'Examiners' screen allows you to assign specific examiners to the selected exam, from a list of available users. On
this screen, you can also edit examiners' exam level roles, and set up new examiners to be in 'Training Mode'.

You must choose an exam to work in when using the 'Examiners' screen. For more information, please see Selecting
an
Exam
(Section
2.6.2). 

 

Assigning
Examiners
to
an
Exam

On the 'Examiners' screen, there is a list of available users on the left of the screen. On the right, you will see a list of
examiners currently assigned to the selected exam. 

To associate an available examiner with the exam, select their name in the list, or select multiple examiners by holding
the Ctrl key. Then select the right-pointing arrow.

A dialogue will appear where you can select the role(s) you want the examiner(s) to have for this exam by ticking the
box next to the relevant role.

Only exam level roles will appear in this list. Roles that exist, but that you cannot assign, will have a padlock next to
them.  

Select 'OK' when finished.

 

Edit
Role

To change an examiner's role, select the user in the 'Examiners Assigned to Exam' list, and choose the 'Edit Role'
button. You will then see the 'Edit Role' window, where you can un-tick or tick roles as appropriate. 

Select 'OK' to save changes.

 

Training
Mode

You can put examiners who are new to SecureMarker into training mode. This gives new examiners for that exam the
opportunity to mark as many candidate responses as they require to familiarise themselves with the interfaces and
items.

Note: Only examiners who are newly associated with an exam via integration will be set up to be in ‘Training
Mode’ by default.

When in ‘Training Mode’, an Examiner will mark in exactly the same way that they would when live marking, the only
difference is that none of their marks will contribute to live marking. You can tell if an examiner is in training mode as
they will have a tick in the 'Training Mode' column on the 'Examiners Assigned to Exam' panel.

Examiners will be warned when they are in training mode by a red banner across the top of the screen when marking:

To remove an examiner from training mode, select the examiner’s name on the 'Examiners Assigned to Exam' panel
and then toggle the ‘Training Mode’ button at the bottom of the screen. The tick will disappear from the 'Training
Mode' column for that examiner.
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To switch training mode back on for any examiner, select their name and then toggle the ‘Training Mode’ button so
that it reads 'On'. The tick will now reappear for that Examiner in the 'Training' Mode' column. 
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7 Item
Groups
The 'Item Groups' screen allows you to group related questions together for marking. This gives examiners the ability
to review and/or mark items together. However, each item within a group will still be assigned separate marks and
treated individually throughout SecureMarker.

You must choose an exam to work in when using the 'Item Groups' screen. For more information, please
see Selecting
an
Exam
(Section
2.6.2). 

Important: You cannot create item groups for any test containing dynamic sections.

 

Layout
of
the
Item
Groups
Tab

You can create item groups for each exam version.

The current exam version is displayed at the top of the screen, alongside its release status (either 'Released' or
'Unreleased').

The left of the screen lists the groups within the exam version. Each group is identified by a 'Group Name' and a
unique 'Group ID', which is generated automatically when the 'Release Groups & Items' button is pressed.

The right of the screen lists each item within the selected group. Here, the 'Item Name' and 'Item ID' of each item is
displayed, and whether the items are set to 'Mark' or 'View Only' ('View Only' items are indicated by a green tick).

You can alter the order in which your items will appear using the arrow buttons at the bottom of the screen. You can
also edit your items by selecting the 'Edit Items' button, and search for items using the 'Search' button.

To revert, and cancel the changes you have made, choose the 'Revert' button at the bottom of the screen.


Note: You cannot create a group if you do not have permission to access the relevant exam.

 

Select
an
Exam
Version

To group items together for marking, you must first select the exam version you wish to use.

Use the drop-down menu in the navigation bar to select the relevant qualification and exam. The drop-down menu
above the 'Groups' table will populate with a list of exam versions associated with your selected exam. Select the
appropriate exam version from the list.

 

Create
Group

Select 'Create Group' to open a new window with a list of items in your selected exam version. You can see a preview
of the item on the right of the screen.

Use the tickboxes next to each item to select which items you want to include in your group and whether you want
examiners to either 'Mark' or 'View' each item. Your group can contain a mixture of items to 'Mark' and 'View'. 

Adding items to your group to 'View' lets examiners use a read-only response from one part of the exam to guide
their marking of another. This is particularly useful for computer-marked questions, but can be used for any item. A
duplicate will be created of any item set to 'View' so that it can either be marked individually or added to another item
group to be marked.

Note: You cannot set computer-marked questions to be marked, they can only be included in a group to be
viewed.
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A valid group must contain:

More than two items.
No more than ten items.
At least one item to mark.

Select 'Create Group' to confirm.

Enter a name for your new group. It can contain up to 35 alphanumeric characters (upper and lower case), commas
and full stops. 

Your group will now appear on the 'Item Groups' screen in the 'Unreleased' state.

You can rename your group using the 'Edit Name' button at the bottom of the screen or edit the items within the
group using the 'Edit Group' button. If you edit the items within your item group, you will lose the marks currently
assigned to any unique responses.

Once you are satisfied with the groups you have created, select the 'Release Groups & Items' button.

Important: You must release any item groups for marking before you navigate away from the 'Item Groups'
screen. Therefore, we recommend you configure your settings in 'Quality Control' before you create any item
groups.

  

Deleting
a
Group

To delete a group, highlight it and select 'Delete'. When prompted, select 'Delete group' to confirm.

 

To save the new exam structure, you must navigate away from the 'Item groups' screen and select 'Save' when
prompted.

All marked responses in the group will lose their marks and any control items set up for the group will be deleted.
Examiners with an outstanding quota for the edited group will have their quota removed.

You will now be able to assign quotas for each individual item from the item group. See 'Assigning
and
Editing
Quotas'
(Section
9.1) for more information.
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8 Quality
Control
The ‘Quality Control’ screen provides all of the functionality required for you to set up an exam for mass marking, and
then to monitor how the various quality and consistency measures put in place are performing throughout the mass
marking process.  

Important: Any changes you make to the settings on the 'Quality Control' screen will only affect scripts that
enter SecureMarker after the changes have been made.

You must select an exam to work in when using the 'Quality Control' screen. For more information, please
see Selecting
an
Exam
(Section
2.6.2).

 

The
Quality
Control
Screen

The 'Quality Control' screen displays the following information about the items in the exam: 

Field Description

ID The unique ID number of the question item.

Name This is the name of the question item. This can be traced throughout the rest of the
Surpass Platform (in ContentProducer, Item Authoring etc.). This field also displays group
names, and lists any items located within those groups.

Total Mark Total marks available for answering the question item correctly. For groups, this field will
display the total mark for the entire group.

CI Tolerance How many marks above or below the appropriate mark the examiner can appropriately
allocate without SecureMarker flagging their actions as out of tolerance. If an examiner
marks too many CIs out of tolerance they may be stopped from marking. For groups,
this column displays a value against the overall total mark of all items being marked in
the group. 

Marked LOs Displays whether the item has Marked Learning Outcomes (Marked Metadata)
associated with it. If the value in the column is 'No' for any item, you will be able to set
up Marking Criteria against them. For more information on Marking Criteria, see Item
Level Settings below.

Marking Type This indicates whether the question item is marked automatically (computer-marked),
manually (human-marked) or smart-marked (i.e. the item will be computer-marked then
flagged for human-marking if full marks aren’t achieved). This column is unavailable for
groups.

Unique Responses The number of different responses to this item that are awaiting marking.

For example, a multiple choice question with two options, that allows the candidate to
select one option or the other, will potentially present three unique responses. This
includes ‘not attempted’ as a response, hence why it would be three unique potential
responses.

For groups, this will display a calculation from the combined responses of all items in the
group.

Min CIs Required The minimum number of Control Items that need to exist for this item in this exam. For
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groups, this field will display the minimum CIs required for the whole group.

CIs Created The current number of Control Items created for the item in this exam. For groups, this
field will display the CIs created for the whole group.

CIs Awaiting Review Control Items created but not yet approved. For groups, this field will display the
CIs awaiting review for the whole group.

Status Whether the item is currently available for marking by examiners. The status will either
be stopped or released/in progress.




On the table of items displayed on the 'Quality Control' screen, there are three filtering options you can apply to
control which items are displayed, which you can apply individually or in combination:

Show only manual marked items.
Show only items requiring CIs.
Hide released items.

 




About
Control
Items
Within SecureMarker, you can create Control Items (CIs). These can be used to check the quality of an Examiner's
marking by providing a standard to which they should be marking.

A Control Item is made up of a question that has been answered by a candidate. This answer will then be marked by
an examiner submitted as a Control Item. Depending on the CI Review Mode set up for the exam, the system will
automatically approve a created Control Item, or it can be configured to be manually reviewed. If this is the case, a
more senior user will then review this marked answer; if they feel it is a suitable answer and mark, they will submit it as
a Control Item.

In the course of their marking, an examiner will be shown Control Items; these will be interspersed within the live
marking of candidate scripts. The examiner will not know whether the item they are marking is a Control Item or not.
If the examiner fails to mark the Control Item within the agreed tolerance, they may be suspended.

You can configure how many Control Items should be created for each item to be marked. You can then set up how
often an examiner should be shown a Control Item, as well as how far away from the Control Item's agreed mark as
examiner can be and still be seen as marking in an acceptable way.

A lot of the settings on the 'Quality Control' screen relate to Control Items.

 

 

Field Description
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8.1 Exam
Level
Settings
There are different buttons above the table of data on the 'Quality Control' screen that you can use to configure
settings at the exam level.

 

Item
Defaults

Select the ‘Item Defaults’ button to apply default settings to all items in this exam. A dialogue box will then appear
where you can apply these settings: 

 

The 'General Settings' allow you to configure 'Annotations' and the number of 'CIs Required' by default for each item.
For more information about these settings, please see the Item Details section below.

The 'Daily Competency Rules' apply to the daily competency run, which is used to determine if an examiner qualifies
to mark their quota of items every day.
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Option Description

Number of CIs for daily examiner
competency run

The number of Control Items that will be presented to an examiner during
their daily competency run.

Number of CIs to be marked within
tolerance

The number of Control Items that must be marked within tolerance during
their daily competency run.

Maximum cumulative error allowed The maximum cumulative tolerance error allowed during an examiner's daily
competency run.

For example, if an examiner marks 5 questions within tolerance, but is 1 mark
away from the actual mark each time then they will have a cumulative error
of 5. In this case, the examiner will only qualify for marking if the maximum
cumulative tolerance is greater than or equal to 5.

If the maximum cumulative error is set to 0, the examiner will be stopped
from marking if they deviate from the actual mark for any items.

 

The 'Ongoing Marking Rules' apply once an examiner has passed the daily competency run and qualified for 'live'
marking.

Option Description

Probability of presenting CI The probability of a CI being presented to an examiner in place of an
unmarked response. This setting should be entered as a percentage
(100% would mean every item presented is a Control Item, 0% would
mean no Control Items would be presented).

Maximum consecutive number of non-
CIs that can be presented

The maximum number of non-CIs that can be presented consecutively
before a CI must be presented.

Maximum consecutive number of CIs
that can be marked out of tolerance

This sets how many CIs, in a row, that an examiner can mark out of the set
tolerance before being disqualified from continuing their marking
activities.

Number of CIs in rolling review This is the total number of CIs that are used to review examiner
performance in the rolling review. For example, if this is set to 10, then
the last ten CIs an examiner marked will be included in the review.

Maximum number of CIs that can be
marked out of tolerance in rolling review

This is the maximum number of CIs that can be marked out of tolerance
in the rolling review before an examiner is stopped automatically from
marking.

 

 

CI
Review
Mode

Select the 'CI Review Mode' button to set whether CIs for the selected exam should be manually or automatically
reviewed once they have been created. If the review mode is set to 'Manual', another user with the relevant
permissions must approve the CI before it is presented to other examiners. However, 'Auto' review mode means that
CIs can be created without needing to be reviewed.
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Select the radio button next to the option you want to apply to that individual item or group and select ‘OK’ to
confirm. Select ‘Cancel’ to exit without changing settings for that item.

 

Release
Exam
for
Marking

Select this to release all items in the exam for marking.

When you release items, a green ‘play’ arrow will display in the 'Status' column.

 

Stop
Marking

Select this to stop all items in the exam from being marked.

When you stop marking for items, a red ‘stop’ icon will display in the 'Status' column.

 

Mapping
Rules

You can set up 'Marking Criteria' against individual items for examiners to enter marks against. If you plan to set up
marking crtieria on items in a test, you must first upload a .csv file containing the score mapping rules for the test. The
mapping rules will scale the raw scores for the test to a scale defined by your organisation. This is stored against the
test and will be used as the rules, or scale, applied for all the items in that test that use Marking Criteria.

To upload the score mapping information, select the 'Mapping Rules' button. A pop-up will display.

Example
of
the
Mapping
Rules
window
(English
(U.K.))
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From the window you can download an example .csv file. To upload, select the 'Choose File' button and locate the
relevant .csv file from the stored location in your files.

Once uploaded, select 'Save Changes' to store the file against the test. There will be validation checks to ensure the
file:

is in a .csv format
contains data only in the first two columns
contains only numerical data outside the first row
contains no negative numbers
contains a mapping of 0 to 0

For further information on how to correctly author the mapping rules before uploading to SecureMarker,
please see Appendix
1
(Section
14).

You can add or edit the mapping rules at any time before the exam has been released for marking. To change the
mapping rules, you must remove the file and then re-upload a new csv with the changes implemented. Once the
exam or items have been released for marking, you will not be able to edit the mapping rules.

 

For information on assigning marking criteria, refer to the relevent section in Item Level Settings below.

 

Additional
Settings

Select the ‘Additional Settings’ button to access other exam-level settings. See the descriptions of each setting below.

 

Decimal
Marks

Enable the 'Decimal marks' setting to allow examiner to award marks to candidate responses using a value
with decimal point. This setting defaults to 'Off'.

Only users who have been assigned the 'Manage Decimal Marks' permission will be able to change this setting.

 

Turning off the ‘Decimal marks’ setting during marking will not affect previously marked items, although you must
ensure that existing control items do not include decimal marks.

Remember: If any of your Control Items have decimal marks awarded to them, it is important to leave this
setting switched 'On' to ensure that examiners can achieve the correct mark for a Control Item.

 

Marking
Restriction

The ‘Marking restriction’ setting controls whether users marking responses are limited to marking one item from each
candidate script.

When switched 'On', examiners will only be able to mark one item from each candidate script. When switched ‘off’
there will be no restriction to how many items a user can mark from each script.

Users with the ‘Unrestricted Examiner' permission will not be affected by this restriction, and will always be able to
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mark more than one item from each script.

Important: If this setting is enabled, it is essential that there are sufficient markers available to ensure that all
items within a candidate’s script can be marked.

 

Feedback

The ‘Feedback’ setting controls whether feedback can be created that will be presented to users marking
responses whenever they are presented with a Control Item (CI).

When switched 'On', users creating or proposing CIs must enter feedback text. Any feedback created will be presented
to the examiner each time they submit a mark for a Control Item. When switched ‘Off’ there is no requirement to
create feedback.   

 

Moderate
Comments

Enable ‘Moderate Comments’ to force users to add a comment when changing the mark for a candidate’s response
during moderation.

By default, this setting is set to ‘On’ and users must add a comment when moderating.

You can select the toggle to turn it ‘Off’. This allows users to submit marks without adding a comment.
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8.2 Item
Level
Settings
There are different buttons below the table of data on the 'Quality Control' screen that you can use to configure
settings at the item level.

Item
Details

When you select an item in the data table, its settings will be displayed in the 'Item Details' panel on the right of the
screen. The default for some of these settings is configured at the exam level, but you can use the 'Item Details' panel
to amend details for the selected item.

The following information is displayed in the 'Item Details' panel for any selected item:

Field Description

ID The unique identifier for the item, used to track the item throughout the rest of the Surpass
Platform. This cannot be edited in SecureMarker.

Total Mark The total mark available for the item.

CI Tolerance This value defines whether an examiner has to mark a CI exactly the same as the CI’s assigned
mark, or whether they can mark within a predefined tolerance to ‘pass’ the CI. E.g. if a CI has
been marked as 6/10, does an examiner always have to mark it as 6/10 in order to pass the CI,
or is a mark of +\-1 acceptable too.

Annotations The setting of the annotations determines how examiners interact with the item when they are
marking it.

There are three annotation modes:

Off: an examiner cannot annotate the response, only assign a mark.
Explicit mark: an examiner will be able to annotate the candidate response and must
assign a mark.
Non-explicit mode: the mark will be derived from the number of tick annotations, e.g. 3
tick annotations equates to 3 marks.

Note: We recommend that you do not use the 'Derived Mark' setting if your item contains
Marked Learning Outcomes or Marking Criteria.

Marking Type The marking type of each item defines whether it is manually (human) or automatically
(computer) marked.

Computer-marked items will come into SecureMarker with a mark already assigned to them,
but you can change the marking type to 'Manual' if they need re-marking. This will reset all of
the marks automatically assigned to these responses.

Responses This is the current total number of candidate responses for that item.

Unique Responses This is the current number of distinct responses for that question item.

Min CIs Required This property defines the minimum number of CIs that should be created before an item is
marked. If any CIs are removed, you may want to create new ones to ensure that the total
number of CIs never drops below this level.

Note: This figure is not enforced but should be used as a guide. Items must be released
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before you can create CIs.

CIs Created This is the number of existing Control Items for the question item.

CIs Waiting for
Review

This is the number of Control Items that have been created but that are awaiting review and
approval through the manual CI creation mode.

Status This column indicates whether the item is released for marking by users with permission to
mark that exam.

Until the exam has been released for marking, it won’t have a status. Once released, items will
have a status of 'Released' (green ‘play’ arrow). If items are stopped from being marked, they
will have a status of 'Stopped' (red ‘stop’ icon).

A 'Group Details' panel will display if you select an item group. This displays information for the item group, including
the group name, ID, and total mark. You can edit the CI tolerance for the group as a whole, as well as the minimum
recommended number of CIs.

 

View
Item

Select 'View item' to preview the item. This will not contain any candidate responses.

Use the 'Next' and 'Back' buttons to navigate between the items in the exam. For item groups, you can also use the
tabs to navigate between different items in the group.

Select the ‘Quality Control’ button to return to the main 'Quality Control' screen.

 

Create
CIs

Once an exam has been released for marking, you can create Control Items (CIs). You can do this either from the
'Quality Control' screen or during marking, if you have the 'Propose CI' permission. To find out more about proposing
CIs in this way, please see 'Marking'
(Section
10).

In the 'Quality Control' screen, select the item you want to create CIs for, then select the 'Create CIs' button.

Note: If there are no unmarked unique responses available then the 'Create CI' button will be greyed out.

If there are any CIs that have been proposed by other markers, you will first be presented with these CIs to review
when you select 'Create CI'. You will always be presented with items to review first, if there are any, before you are
presented with a random new response to mark. You can agree to create the CI, disagree, or 'Discard CI' to remove
the mark from the item and send it back to the pool of unmarked items.

If there are no items to review, the marking dialogue will open and a random candidate response will display for you
to mark.

The marking interface is the same as displayed during 'Marking'
(Section
10). You will also see the total number of
CIs required for the item, how many CIs have been created, and how many are awaiting review.

If 'Feedback' has been turned on, you must also enter feedback, which will be presented to an examiner after they
have marked the CI. Feedback should help examiners to understand why a CI has been given a particular mark, to
explain marking standards, or explain to examiners why they may have been suspended from marking.

Select 'Submit' to propose the CI. Once you submit a mark for the response, it goes into a pool along with other items
awaiting review. Items from this pool must be reviewed by user other than the original examiner.

Field Description
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You can select 'Skip' if you do not think the current response is suitable to be a CI. This will leave the response in the
pool for mass marking.

If you wish to return to the 'Quality Control' screen, select the ‘Finish Session’ button.

 

Manage
CIs

Select the ‘Manage CIs’ button to view a list of all CIs created for a particular item. The 'Manage Control Items' screen
displays the CI marking tolerance, minimum CIs required and the number of CIs created for the item, across the top of
the table containing the list of CIs.

Note: You will not be able to manage any CIs that are awaiting review.

 

For each CI listed in the table, you will see the following information:       

Field Description

Response ID The unique ID number of the candidate response.

Marker The name of the examiner who proposed the CI.

Date Marked The date when the examiner proposed the CI.

Reviewer The name of the reviewer who approved the CI.

Date Reviewed The date when the reviewer approved the CI.

Presented The number of times the CI has been presented to an examiner.

Failed - Out of Tolerance The proportion of times that the CI has been marked out of tolerance, displayed as a
percentage.

Passed - Not Exact The proportion of times that the CI has been marked within tolerance but has not been
given the exact mark, displayed as a percentage.

Mean Mark The average mark that examiners have assigned to the CI.

Mark Awarded The agreed mark for the CI.




To view a CI from the 'Manage CIs' window, select the one that you wish to view and select the ‘View CI’ button.

A new screen will open and the CI content will load. You will be able to see any annotations made by the examiner, as
well as the mark awarded. Select the ‘General Comments’ button to view any comments or select the ‘Download Mark
Scheme’ button to open the mark scheme document.

Use the ‘Previous’ and ‘Next’ buttons to navigate between all available CIs for a particular item, or select the ‘Manage
Control Items’ to return to the 'Manage Control Items' screen.

Select 'Discard CI' to remove the mark from the CI and, therefore, the unique response. The unique response will then
be put back in the pool of items waiting to be marked.

Select 'Revoke CI' to remove the response from the pool of CIs, but keep the mark on the unique response.

Select the ‘Mark Distribution Graph’ button to view statistical information about the mark distribution of your CIs. The
graph allows you to check there should be a fair spread of CIs across the marks available.

40

© BTL Group Ltd. All Rights Reserved.



  

Examiner
Competency
Settings

Select the ‘Examiner Competency Settings’ button to configure the settings to review examiners and their interactions
with Control Items on an item by item basis.

For more information about these settings, please see the Item Defaults section above.

 

Marking
Criteria

You can assign criteria against items in a test by selecting the 'Marking Criteria' button. It is against these criteria that
examiners will then mark responses during marking using a pop-up Marking Panel.

Important: You must apply mapping rules and marking criteria before you release for marking, you will not be
able to add or edit criteria retrospectively.

In order to add criteria to an item, it must be set to human-marked. Select an item and then the 'Marking Criteria'
button.

 

Enter the criterion into the text entry field, and then select 'Add Criteria' to apply it to the item. This criterion will be
available to add to other items in the same exam from a drop-down menu when adding criteria. 

Select the 'x' button to remove criteria from the list.

You cannot assign criteria created in SecureMarker to items that already have Marked Learning Outcomes or Marked
Metadata assigned to them. The 'Marked LOs' column will show you which items contain this data. If the column
indicates 'Yes', that item contains Marked Learning Outcomes and cannot use criteria-based marking.

Next to each criteria on an item, you must add a relative weighting. This weighting will be applied to the mark
assigned to the criteria and is treated as a percentage of the total weighting applied to the criteria. Weightings must
be entered as an integer, and every criteria on an item must have a weighting applied.

An example of achieving the same weighting setup in different ways is:
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Criteria 1 // Weighting: 2
Criteria 2 // Weighting: 1
Criteria 3 // Weighting: 1

This is treated in the same way as the following:

Criteria 1 // Weighting: 50
Criteria 2 // Weighting: 25
Criteria 3 // Weighting: 25

Each criterion will take a proportion of the marks awarded as follows: Criterion Weighting / Total of all Criteria
Weightings.

So, in the first example: Criterion 1 weighting (2) / Total Criteria weights (4) = 0.5 i.e. 50%

In the second example: Criterion 1 weighting (50) / Total Criteria weights (100) = 0.5 i.e. 50%

 

You should only release items with Marking Criteria applied once you have:

Added you correct Mapping Rules in Quality Control
Setup your criteria and weightings for each relevant item in Quality Control
Created any required Item Groups in the Item Groups tab
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9 Quotas
In SecureMarker, you can allocate examiners a number of responses to mark for each item in an exam from the
'Quotas' screen. The number of candidate responses that each examiner is allocated is called their quota.

If you have the appropriate permissions, you can also:

Monitor the overall marking progress of each exam. For example, you can see the total numbers of each item
that have been marked and the number of responses left to mark.
Review and manage the items that have already been marked.
View suspended examiners, review their work, and restart them marking, as well as view the number of times
an examiner has been suspended.

You must select an exam to work in when using the 'Quotas' screen. For more information, please see Selecting
an
Exam
(Section
2.6.2).

 

The
Quotas
Screen

The 'Quotas' screen shows the items in the chosen exam and the examiners available to mark those items.

For items, you can see the following information:

Field Description

Name The name of the item or item group.

Unique Responses The number of unique candidate responses for the item or item group.

If you can see a second value in red brackets, the number of unique responses has not
been covered by the assigned quota of that item so far. For example, if you see “100
(25)”, this means that only 75 unique responses have been allocated to examiners and
that there are still 25 unassigned responses. 

Marked The number of responses that have been marked for this item or item group.

Remaining Allocated
Quotas

The number of responses remaining to mark in the assign quotas.

 

The ‘Examiners’ list on the ‘Quotas’ screen will, by default, only display those examiners who have ever marked an item
in the selected exam.

Select the ‘Show all examiners' tickbox to show all examiners who have access to the selected exam. This allows you to
assign a quota to an examiner who has not previously marked an item for the selected exam.

For examiners, you can see the following information:

Field Description

Name The name of the examiner.

Remaining Quota The number of responses the examiner has remaining in their quota for that item.

Marked The number of responses the examiner has marked for that item.
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Suspensions The number of times the examiner has been suspended from marking that item for
marking CIs out of tolerance.

For more information on configuring these settings, see the 'Quality
Control'
(Section
8) section.

 

You can view the information table in two modes using the radio buttons:

·        Item View – this is the default view. The focus in this view will be upon the list of items in the exam. When you
select an item on the left, the list of examiners in the right-hand panel will update to reflect which examiners
have marked the item.

·        Examiner View – switch to this view if your focus is on the marking progress of each examiner. When you
select an examiner in the left-hand panel, the information for the items in the right-hand panel will update
accordingly to reflect which items the Examiner has been assigned and their marking progress.

 

 

Functionality
in
the
Quotas
Screen
The following functions are available in the Quotas screen:

Assigning
and
Editing
Quotas
(Section
9.1)
Managing
Examiner
Suspensions
(Section
9.2)
Reviewing
Marked
Items
(Section
9.3)
Reviewing
Marked
Control
Items
(Section
9.4)
Reviewing
Escalated
Items
(Section
9.5)

 Please see the relevant section for more information about how to use these functions.

 

Field Description
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9.1 Assigning
and
Editing
Quotas
The core function of the Quotas screen is the allocation of candidate responses to examiners for each item or item
group in an exam.

Allocations can be made on an examiner-by-examiner basis, or can be assigned to all examiners available for the
exam. You can assign a specific number of responses to an examiner's quota or an unlimited number of responses to
mark for an item.

Note: It is recommended that you assign more responses to examiners than are necessarily required. This is to
allow for Control Items to be included in an examiner's quota and to make sure that all unique responses are
marked.

 

Setting
a
Quota
for
Specific
Examiners

To set a quota for one or more specific examiners, select the item or item group that you wish to assign, then select
the examiner(s) that you wish to assign responses to.

Next, select the 'Edit Quota' button.

You can view the total number of unique responses for the selected item or item group and the number of unique
responses that are not yet assigned to an examiner. The 'Quota' field will be pre-populated with the existing quota
(provided the existing quota is the same for all selected examiners).

 

 

Enter the total number of responses you want to assign to the selected examiner(s) in the ‘Quota’ field. This will
override any existing quota.

Tick the box next to ‘Unlimited Quota’ if you don’t want to restrict the number of items the examiner(s) can mark.
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Setting
the
Quota
for
all
Available
Examiners

To set a quota for all of the examiners, select the item or item group that you wish to assign.

Next, select the 'Set Quotas' button.

You can see the total number of unique responses for the selected item or item group and the number of unique
responses that are not yet assigned to an examiner. Enter the number of responses you want to assign to the available
examiners in the ‘Quota’ field. This will override any existing quota.

Tick the box next to ‘Unlimited Quota’ if you don’t want to restrict the number of items the examiners can mark.
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9.2 Examiner
Suspensions
Within the 'Quotas' screen you can view examiners who are suspended or close to being suspended. You can also
review all responses or CIs marked by an examiner.

Any examiners that are one CI away from being suspended from marking, or have already been suspended from
marking, will be indicated by one of the following icons against their name: 

 

Stop/Resume
Marking

If you have the correct permissions, you will have the ability to stop and resume examiners from marking. You can first
review an examiner's marking progress using the ‘Review Marked Items’ and ‘Review CIs’ buttons to decide if you
want to stop or resume an examiner from marking.

To allow an examiner to resume marking, select the suspended examiner and select the ‘Resume Marking’ button.

If, having reviewed items marked by a particular examiner you decide to suspend them from marking, you can select
the examiner and then select the ‘Stop Marking’ button. The examiner will be unable to continue marking until you
choose to allow them to resume marking.

 

47

© BTL Group Ltd. All Rights Reserved.



9.3 Review
Marked
Items
In the 'Quotas' tab, you can review all the items that have been marked in the exam that you have selected. When
viewing marked items, you will also be able to discard any marked items that need re-marking, or propose a marked
item as a Control Item if it is suitable to be used as a CI.

 

About
the
the
'Marked
Items'
View

You can review marked responses per item or examiner if you have the 'Review Marked Items' permission.

To review marked responses for a particular item, select the ‘Review Marked Items’ button under the 'Items' panel. 

To review marked responses for a particular examiner, select the ‘Review Marked Items’ button under the 'Examiners'
panel.

Note: If there are no marked items available to view, the buttons will be greyed out.

Depending on whether you are viewing marked items for an item or examiner, the 'Marked Items' screen will show
either each marked unique response to the item that you have selected, or each unique response that a particular
Examiner has marked.

At the top of the 'Marked Items' data table, you will see the following information about the exam that you are
currently viewing:

Field Description

Total
Unique
Responses The total number of unique responses for the item that you are viewing.

Total
Marked The total number of unique responses that have been marked within the item that
you are viewing.

Percentage
Complete The percentage of unique responses that have been marked within the item that you
are viewing.

 

Mark
Distribution
Graph

Select the ‘Mark Distribution Graph’ button to view statistical information about the marking progress of a particular
unique response.

Note: The button will remain greyed out until you select a unique response from the table.

 

The graph allows you to compare the distribution of marks awarded by a specific examiner with the overall
distribution of marks for the selected item. This enables you to assess whether a particular examiner is marking too
harshly.

48

© BTL Group Ltd. All Rights Reserved.



 

View
Item

To view a marked item, select it from the information table and select the ‘View Item’ button. The item will open,
allowing you to view the unique response. The mark awarded will be displayed at the top of the screen and you will be
able to download the mark scheme for the item using the ‘Download Mark Scheme’ button.

To navigate between different items when in the 'View Item' screen, simply use the left and right arrows at the top of
the page.

While viewing a marked item, you may also have the option to submit a marked response as a CI, if you have the
'Propose CI' permission for the 'Quotas' screen. 

Select the ‘Submit as CI’ button. If feedback is enabled, you will be prompted to enter examiner feedback text before
you can submit (see the Exam
Level
Settings
(Section
8.1) section of 'Quality Control' for more information).  

The proposed CI will then be listed under ‘CIs Awaiting Review’ in the 'Quality Control' screen, and will need to be
reviewed before it is released as a CI.

 

Discard
Mark

You can use the ‘Discard Mark’ button if, for example, an item has been marked incorrectly and you decide that it
should be re-marked.

Select 'Discard Mark' to return the response to the quota of marked items waiting to be assigned to an examiner for
marking. 

Note: You will not be able to discard the mark for a response from a script that has had its results confirmed, or
confirmed and archived.
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9.4 Review
Marked
Control
Items
When reviewing marked CIs, you can easily identify any items that have either been marked out of tolerance or within
tolerance but not with the exact CI mark.

Select an item and examiner, then select the ‘Review CIs’ button. A window will open listing the CIs marked by the
selected examiner for that item. 

A symbol will appear next to a CI if it has been marked out of tolerance, or in tolerance, but not with the exact mark.
Any escalated responses will also be indicated:

 

View
CI

To view a specific CI, select the item from the table and then select the ‘View CI’ button.

The item will open, allowing you to view any annotations made by the examiner. You can see the CI Mark, CI
Tolerance and the Mark Awarded by the examiner, as well as any symbol indicating whether the CI was marked out of
tolerance, not given the exact mark, or escalated.. You can download the mark scheme by selecting the ‘Download
Mark Scheme’ button.  
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9.5 Review
Escalated
Items
Examiners can escalate responses if they are unsure how to mark them or suspect malpractice. You can review
escalated responses from either 'Quotas' or 'Escalations'
(Section
11).

In the 'Quotas' screen you will see a red arrow in the data table if an examiner has escalated an item.

To review the escalated item, choose the examiner and then select the ‘Review Escalated Items’ button.

Note: You will need the ‘Review Recent Items’ permission to access this feature.

The 'Escalated Items' screen will open where you can see a list of the response(s) escalated by an examiner and their
reason(s).

 

View
Item

To view an escalated response, select it in the table, then select the ‘View Item’ button.

Once the response is open, you can either:

Mark
the
response - You can annotate and assign a mark in the same way as the original marker, then select
'Submit' to assign the mark. Please see 'Marking'
(Section
10) for more information on the tools available.

De-escalate
the
response - If the response has been mistakenly escalated, you can de-escalate it. De-
escalating an item will send it back to the pool of items waiting to be assigned to an examiner for marking.
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10 Marking
The 'Marking' screen allows you to mark your quota of candidate for each item. You can see all items you have a
quota for across all exams in the data table.

 

The
'Marking'
Screen

The following data is provided in the table on the 'Marking' screen: 

Field Description

Qualification The name of the qualification to which the exam belongs.

Exam The name of the exam the item is included in.

Name The name of the item, or group of items. This identifies the item in the system, so that it can be
traced back to the authoring tool and other places where information on the item can be viewed
or edited.

Marked The number of item responses you have marked so far.

To Mark The number of item responses still remaining in your quota. If you have been allocated an
unlimited quota, an infinity symbol will appear here.

 

Note: If you have been suspended from marking any items, these will be displayed at the top of the list in this
screen. All other items will be ordered by date (oldest first).




Mark

To begin marking an item, select it in the data table and then select the ‘Mark' button. When there are no responses
left to mark, the ‘Mark' button will be unavailable.
You will be presented with a unique candidate response. If you want to view the mark scheme for the item, select the
‘Download Mark Scheme’ button to open the document. 

Note: The mark scheme may be displayed as a MS Word, Excel, or PDF document depending on the format that
is has been created/uploaded in. An icon will indicate the file format of the mark scheme.

 You can add any comments or annotations that are available to you, then submit a mark by entering it into the 'Mark'
box and selecting 'Submit'.
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Note: Control Items will be presented to you as part of your quota, according to your user status and the 'Quality
Control' rules set up against the Exam.

As you submit marks for each response, another one will then be presented to you, as long as there are more
responses (or Control Items) to mark.

Certain tolerance and quality control settings that have been set up may mean that you are suspended from marking
a particular item. If this occurs, you will be shown an explanatory message on-screen, and a senior user of
SecureMarker with the relevant permission can re-activate your marking access if appropriate.

 

Annotations

If annotations are enabled in ItemBank or Surpass for the exam and also allowed in SecureMarker for an item, then
they will appear at the bottom of the interface.

Annotation
Tool
        

Description

Arrow (Select) Re-position or re-size other components: highlight, highlight box, and tick. Click and drag
components to move them. To re-size, use the square ‘handles’ displayed after you select the
mark-up component to change its dimensions.

Highlight Highlight parts of the response. The line the highlighter draws is semi-transparent so you can
see what is beneath the area you have highlighted. Use the arrow tool to resize and re-position.

Highlight Box Highlight parts of the response by drawing a box around them. Use the arrow tool to resize and
re-position.
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Tick Position ticks in areas where the response merits a mark. Use the arrow tool to re-position.

This tool can be used in conjunction with 'Derived' marking to award a mark automatically for
every tick an examiner places on the response.

Comment Place a ‘sticky note’ comment in a specific place on the response. Select the comment tool and
then choose the response where you want to place the comment. Now you can select the
comment to pop-up a larger text field area where you can enter your comment.

Bin To delete a highlight, highlight box, tick, comment, or symbol, select it with the arrow tool and
then select the bin icon. The selected component will disappear from the response.

Symbols Add pre-defined symbols to the response. Drag these symbols from the menu to a place on the
response.

Fixed Comments Assign a pre-defined fixed comment to the response. The comments available depend on the
settings applied when the exam was created.

General
Comments

Enter general comments on the response. You may be limited to a maximum number of words.




File
Attach
Questions

For questions where the candidate has uploaded a document in response to a question, you can download the
candidate's response for marking.

The uploaded file can be accessed by selecting the same button on the question page that the candidate used to
upload their response. The 'Download Manager' window will open and display a list of files that are available to
download. This will include the candidate's response file, and any additional files that have been uploaded to
SecureMarker on behalf of the candidate after the exam was submitted. The 'Download Manager' window displays the
following information:

Column Description

File Name The name of the file that has been uploaded.

File Type The file format e.g. .docx/.xls.

Date Uploaded The date the file was uploaded.

User Type The role of the user who uploaded the file. This will display either 'Candidate', or
the Role of the SecureMarker user.

Uploaded By The SecureMarker user who uploaded the file (if an additional file to the one the
candidate uploaded as their response).

Reason The reason the file was uploaded (for additional files only).

 

From the 'Download Manager' window, you can select the 'Download' button to download the candidate's response
to their computer for marking.

Use the 'Upload Additional Files' button to upload an annotated version of the candidate's document back to

Annotation
Tool
        

Description

54

© BTL Group Ltd. All Rights Reserved.



SecureMarker.

Upon uploading additional files, you must provide a reason for the additional file upload (maximum 1000 characters).

 

Any additional files that are uploaded will be visible on any screens in SecureMarker where the item is accessed. The
additional files will not be visible in SecureAssess/Surpass, but a comment will be displayed once results are returned
to notify users that additional files have been uploaded.

 

Scanning
and
Marking

Note: This only applies to users of SecureAssess.

Alongside marking on-screen items in SecureMarker, users can also mark exam papers or answer booklets that have
been scanned into the system using devolved scanning. This works by scheduling an exam for offline delivery in
SecureAssess. At this point an exam will be sent to a third party software system where the paper is delivered and the
responses scanned back into the system before being imported back into SecureAssess and finally exported to the
SecureMarker.

Examiners can view the scanned material in the 'Marking' screen and assign marks as normal.

 

Assigning
Marks
Based
on
Learning
Outcomes
(MarkedMetadata)

If the has marked learning outcomes, you must enter a mark for each learning outcome in the 'Marking Panel'. This
automatically calculates the total mark for the response.

 For each learning outcome you will see:
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The name of the learning outcome
A mark entry box
The maximum number of marks available for that learning outcome

Enter the mark (if any) that you want to assign next to each learning outcome.

You can use the arrow icon to hide the marking panel or select the top of the panel to re-position it on the response.

Select 'Submit' to submit the mark as normal.

 

Assigning
Marks
Based
on
Marking
Criteria
(SecureMarker
only)

When entering marks based on 'Marking Criteria' (see 'Item
Level
Settings'
(Section
8.2)), you must enter a mark for
each criteria in the 'Marking Panel'. This automatically calculates a total mark for the response.

 

For each of the marking criteria you will see:

The name of the marking criterion
A mark entry box
The maximum number of marks you can assign (as defined in the 'Mapping Rules')
The number of raw marks assigned out of the available weighted mark assigned to the criterion

Enter the mark (if any) that you want to assign next to each marking criterion.

You can use the arrow icon to hide the marking panel or select the top of the panel to re-position it on the response.

Select 'Submit' to submit the mark as normal.

Item
Groups

If you are marking an item group, you can access each item using the tabs on the marking screen.
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You can add annotations and assign a mark to each item individually. The total mark for the group will be
automatically calculated. 

Any items included in the group to 'View' are indicated in the tab. You can view the item and the candidate's
response, but cannot add any annotations or submit a mark.

Select 'Submit' to submit the marks for all items in the group.

Submit
as
CI

Users with the 'Propose CI' permission can submit a response as a Control Item if they believe it is suitable. 

To submit a response as a CI, select the ‘Submit as CI’ button on the marking interface. If feedback is enabled, you
must enter some examiner feedback text before you can submit (see the Create Control Items section for more
information on examiner feedback). 

The proposed CI will either be automatically approved, or will be listed under ‘CIs Awaiting Review’ in the 'Quality
Control' screen, and will be manually reviewed before it is released as a CI. This depends on the 'CI Review' mode set
up for the exam (see 'Exam
Level
Settings'
(Section
8.1)).

 

Escalating
Items

If you are unsure how to mark a response or suspect the candidate of malpractice, you can escalate the response to
be checked by another user.

Select the 'Escalate' button when marking an item or item group.

You must submit a reason for the escalation from the list of those available. Select one or more reasons from the list
available, or enter 'Other' if the relevant issue is not available.
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Once you have selected one or more issues, enter any additional comments. This may be mandatory depending on
the option(s) you have selected. Once you have finished, select 'Escalate' to confirm.

 

View
Most
Recent
CIs

Users with the relevant permission may also be able to view a list of Control Items that they have marked. Refer
to SecureMarker
Home
Screen
(Section
3) for more information.

 

View
Marking
Report
and
View
Marking
Managers
Report

Users may also have the option to view a marking report, and also a marking managers report showing the marking of
all examiners. For further information, refer to SecureMarker Home Screen (Section 3).

View
Unmarked
Items
Report

You may also have the ability to view the Unmarked Items report, which will allow users with the correct permissions
to view and export information about unmarked items. For further information, refer to SecureMarker Home Screen
(Section 3).
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11 Escalations
The 'Escalations' tab allows users with the relevant permission to review all of the candidate responses that have been
escalated as part of the marking process. In this screen you can see escalations across all centres, qualifications and
exams, as well as the date of the escalation and the reason provided by the examiner.

 

 

Review
Escalated
Response

To view an escalated response, select the one that you wish to view in the 'Escalated Responses' table then choose the
‘Review Escalated Response' button.

Once the item is open, you can view the escalated response, including the reason for escalation and any comments
submitted by the examiner.

You then have two options:

Mark
the
response - You will be able to mark the item in the same way as the original Examiner, using the
annotation tools, and mark schemes that are available. Please see the Marking chapter for more details on
marking annotation. To assign a mark to the item, enter an appropriate value into the 'Mark' field then
select ‘Submit’.

De-escalate
the
response - In the event that the item has been mistakenly escalated, you will have the option
to de-escalate the item. Select the 'De-escalate' button to send it back to the quota of marked items waiting to
be assigned to an examiner for marking.  




View
Script

If you have the 'View Whole Script' permission, you can view the responses for all other items in a candidate's scripts
using the 'View Script' button.

You can review and change the grade of all items, including those that have not been escalated.

You may also be able to 'Submit zero marks for all items' in a candidate's script, if you have the associated permission.
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12 Script
Review
You can manage candidate scripts and run reports in the 'Script Review' screen. This screen gives a holistic overview of
all exam scripts at all states in the system.

 

Filter
and
Search

 

Example
of
the
filters
in
the
'Script
Review'
screen

 

Results are displayed with the newest script at the top of the list, and all scripts except those with the 'Result
Confirmed and Archived Status' will be displayed in the table by default. Scripts at the archived status can be revealed
by using the filter in the 'Status' column.

 

The table shows the following information for each script:  

Field Description

Qualification The name of the qualification in which the exam sits.

Exam The name of the exam.

Version The exam version the candidate sat.

Keycode This is the keycode assigned to the candidate’s exam; this is unique to a specific candidate
for that exam.

Score The number of marks the candidate achieved out of the total marks available. If there is a
pencil icon next to the score this indicates the score has been changed in the moderation
process. For more information, see the Score Change section below.

Moderated The moderated column shows which exams have completed the moderation process. For
more information see the Moderated section below.

Percentage The candidate’s score for the exam as a percentage.

Status The current status of the script. For more information, see the Script Status section below 

Submitted The date the candidate submitted their exam.

Imported The date that the script was imported to the SecureMarker system.

Country The country in which the exam was sat.

VIP A person icon indicates that VIP is turned on for this script. For more information, see the
VIP section below.

Flagged The flagged column shows which exams have been flagged for further attention. For more
information, see the Flagged section below.
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You may also see the following information depending on your organisation's configuration of SecureMarker:

Centre Name
Centre Code
Country Name
Candidate Name
Candidate Reference

 

You can use the tick boxes along the top of the screen to filter for tests that:

are flagged
are at the 'Result Pending' status
have had a score change in the moderation process
have been fully moderated.

 

Use the search bar to search for specific scripts.

Select the ‘cog’ icon to reveal the search menu. There are three search options: ‘General Search’, ‘Examiner Search’,
and ‘Response ID Search’. The default search is ‘General Search’.

Search
Type Description

General
Search

This search allows you to search by candidate name, candidate reference number, centre name, centre
reference, or script reference.

Examiner
Search

This search allows you to search for scripts marked or moderated by a particular examiner using their
first name, last name or user name. It will bring back any candidate’s scripts in which the examiners have
marked at least one or more item.

Response
ID Search

This search allows you to search for a specific item using the Response ID.

 

Script
Status

Each script in this screen will follow a workflow as it progresses through SecureMarker.

Status Description

Marking Not Yet Started The script has been imported into SecureMarker, but none of its items have been
marked yet.

Marking in Progress At least one of the items belonging to the script has had a confirmed mark
assigned to it but there are items remaining that still require marking.

Marking Complete Exam scripts move into this state once they have been fully marked, i.e. all of the
items in them that require marking have been marked.

Result Pending The script has been preliminarily released from SecureMarker
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 into Surpass/SecureAssess (or any external software via integration).
In Surpass/SecureAssess, the result will be stored as ‘Pending’.

Result Confirmed and Archived

 

Once a script moves to this status, then it can no longer be edited in
SecureMarker, and the overall script result is confirmed.

An export to Surpass/SecureAssess is triggered when a script moves to this status,
which will flag the result as confirmed in Surpass and trigger the result to be re-
exported externally as well to reflect the new ‘Confirmed’ status.

Scripts at this status are not shown in the table by default. Users will need to use
the filter in the 'Status' column to reveal scripts with this status.

Fail to Export In the unlikely event that a script fails to export to Surpass/SecureAssess, it will
acquire this state.           




Review

Select this button to review the candidate's complete script, together with any marks or annotations that have been
applied.

You can navigate between each candidate response, download a mark scheme if one has been attached, and view the
marking history for that item. You can also search for a specific response in the script using the search functionality.
To search, enter the ‘Response ID’ for the response you want to return.

You can view any files that have been attached to a question either by the item author, or uploaded by a candidate as
part of their response, by selecting the same button in the response that the candidate used to either upload or
download files. 

On the right, you can view a list of items in the script with the mark assigned and the total mark available. 

For File Attach question types, if you have the 'Upload on behalf of Candidate' permission you can upload additional
files on behalf of the candidate, using the 'Upload On Behalf Of Candidate' link on the 'Review' screen. This
functionality may be used, for example, when a candidate has been unable to attach all of the necessary files during
an exam, for reasons that are beyond their control.

Note: Additional files uploaded here will only be available in SecureMarker. For scripts where additional files have
been uploaded, a comment will be displayed in SecureAssess/Test Administration, via the 'General Comments'
button.

 

From the 'Upload Additional Files' window you can browse your device and select a file to upload. You must provide
a reason of up to 1000 characters for uploading the additional file.

For responses that are not yet marked, the additional files will then be visible to examiners when marking the
candidate's response. For responses that have already been marked, the additional files will be visible should the
response be remarked through moderation.

Note: If any additional files are uploaded after a script has reached the 'Results Confirmed and Archived' status
(i.e. after results have already been sent back to SecureAssess), then the record in SecureAssess/Test

Status Description
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Administration will not be updated, as there is no further communication between SecureMarker and
SecureAssess/Test Administration at this point.

 

Confirm
Scripts

For scripts at the 'Result Pending' status, you can confirm and export the results back to Surpass/SecureAssess.

Note: You cannot confirm flagged scripts.

Important: Non-scored items are marked and included in a candidate's overall score in SecureMarker, however,
when they are then exported back into Surpass, they will not have been marked but will instead return to
being non-scored. 

 

Confirm
Selected
Scripts

Select a script in the table then 'Confirm Result'. Use Ctrl or Shift to select multiple scripts and release them
simultaneously.

 

Confirm
Using
Wizard

Use the upward arrow on the ‘Confirm Script’ button to access the ‘Confirm Using Wizard’ button. This allows you to
confirm a large number of scripts based on criteria.

Select a qualification and exam. You can use the search to find them in the list.

You can also filter by date submitted. The filter options are:

Filter Description

Filter off This confirms scripts submitted on any date that match the criteria.

Today This confirms scripts submitted on today's date that match the criteria.

Date and
time range

Select the date and time of submission in the 'From' and 'Until' fields. This confirms all scripts
submitted in this date and time period that match the criteria.

 

Select 'Only confirm moderated scripts' to only confirm scripts with the 'Moderated' toggle applied.

Select ‘Confirm Scripts’ to see a final confirmation of the number of results that will be exported. You must confirm
you understand the consequences of confirming scripts before you can select to ‘Confirm’.

 

Export
Item
Marks

You can get item-level data out of SecureMarker in order to analyse performance by candidates against different
marking criteria. Information from one script at a time can be retrieved and is provided as a CSV file. All tests can have
their data retrieved in this way, even if they don’t contain criteria-level marking.

To export information from a script, select it in 'Script Review' and select the 'Export Item Marks' button. Choose a
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save location and confirm it. The file will then be downloaded. Each downloaded CSV is prefixed with the keycode of
the test.

Note: You cannot export this information if the marking is in progress or not started.

 

Flagged

Select a script and then select 'Flagged' to flag a particular script.

This can be used for administrative purposes only to indicate that a particular script needs further attention.

 

VIP

Select a script and then select 'VIP Mode' to set a flag on exams that are prominent for a particular reason and require
more urgent attention than other exam scripts.

If a script has VIP mode switched on, then responses from this script will be prioritised for marking and be presented
to examiners first when they mark their quota. Once VIP mode is switched 'off', the responses will return to their
original priority for marking.

A tick will show in the 'VIP Mode' column of the data table if a script has VIP Mode turned on.

 

Moderated

Highlight one or multiple scripts and select the ‘Moderated’ toggle to mark the selected script/s as fully moderated.
This will display a green tick in the ‘Moderated’ column indicating a script has completed the moderation process and
could be released.

For information on how to moderate, go to the Moderate
(Section
13) section of this guide.

 

Score
Change

A pencil icon will display next to a candidate's score if any marks have been amended in the 'Moderate' screen. This
allows you to distinguish when the moderation process has begun. The 'Moderated' toggle can then be enabled for a
script that has completed the moderation process.
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13 Moderate
You can moderate scripts in SecureMarker as part of your quality control processes. If you have the 'Moderate
Script' permission you can view marked tests and, if necessary, change marks with a comment to justify each change
made. 

To moderate a script, select a candidate's script in the 'Script Review' tab with either the 'Result Pending' or 'Marking
Complete' status.

Now, select the 'Moderate' button.     

This will take you to the 'Moderate' screen. You can view the candidate's response on the left and see an overview
of their marks for all items on the right. A bar along the top of the screen lets you download a mark scheme (if
applicable), view the marking history, view annotations, and switch on and add moderate annotations. You may not be
able to view annotation options if annotations have been disabled.

You can also search for a specific response in the script using the search functionality. To search, enter the ‘Response
ID’ for the response you want to return.

 

 

See the File Attach Questions section of 'Marking'
(Section
10) for more information about accessing files for
moderation.

 

Altering
Marks

Select the appropriate question in the column on the right to view the candidate's response. You can then add any
annotations, if they have been enabled.

If you want to assign a different mark, you can add a mark and a comment explaining the mark change in the boxes
underneath the item list. You may be required to add a comment before you can save.

 

When the moderation has been successfully saved, a message will appear. The new mark will appear beside the
original mark in the 'Moderate' column.

If you want to delete the moderated mark, hover over the mark in the item list and select the delete icon. This reverts
the mark for that item back to the original mark assigned.

 

Once your moderations have been made and saved, you can return to the 'Script Review' tab by pressing the 'Script
Review' button. You can view moderations made to a script by selecting the script and selecting the 'Review' button.   
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A ‘pencil’ icon appears after the candidate's score in the 'Script Review' screen for scripts that have started the
moderation process.

Scripts that have been moderated fully can be identified by enabling the ‘Moderated’ toggle at the bottom of the
‘Script Review’ screen. A green tick will display in the ‘Moderated’ column.
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14 Appendix
1:
Understanding
Mapping
Rules
The Mapping Rules csv you upload against your exam defines:

the marks input accepted by examiners
inputs considered to be equivalent to each other
relative scale for applying raw marks

The csv contains column headings in the first row, which are provided as standard and should not be edited. Below is
an example of what the mapping rules csv could look like.

 

The highest value in column A defines what each criteria will be marked out of by the examiner. In this example,
during marking, the examiner will be able to award a 'mark' against each criteria of up to 10.

Any values not provided in the left column are not applied if entered by the examiner. SecureMarker will round down
to the next known value. Using the above example, if the examiner enters '8.8' then SecureMarker will round this
down to '8.5'.

 

Multiple values in column A can be mapped to the same values on the scale in column B. In the example, if the
examiner enters 10 or 9.5, these both map to 100.

The scale in column B defines the proportion of the total item mark (as defined in authoring) awarded, according to
the examiner's entered value, before any weighting is applied. SecureMarker identifies the highest value in column
B and considers that value to be 100% of the item total mark. All other numbers in the scale are then considered in
relation to, and as a proportion/percentage of this number. In the above example the maximum value is 100, this
means all other values in column B are considered to be in proportion to this.

 

Using our example, an item has a total mark of 10. It has two criteria ("apples" and "oranges") applied in the Quality
Control tab of SecureMarker with weightings. The marker awards 4.5/10 for one criteria (apples) and 8.5/10 for the
other (oranges).

According to our mapping rules, SecureMarker maps:

4 to 40 (which is 40% of our maximum value on the scale - 100)
8 to 80 (which is 80% of our maximum value on the scale - 100)
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So, as our item has 10 marks sas a total mark, 'apples' is being awarded 4 marks (40% of the total item mark) and
'oranges' is being awarded 8 marks (80% of total item mark).

 

We then apply the weightings set up in SecureMarker for the criteria on this item (equal weightings in this case, i.e.
50% each). This means:

"apples" is assigned a raw mark of: 2 (50% of 4)
"oranges" is assigned a raw mark of: 4 (50% of 8)

Total mark assigned for the item is: 6/10 (total sum of all raw criteria marks: 2 + 4). The bottom row of a Mapping
Rules csv must contain a mapping of 0 to 0.
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