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Introduction 

This guide is aimed at staff in Her Majesty’s Prison and Probation Service (HMPPS) who are involved 
in teaching OCR Functional Skills qualifications in Information and Communication Technology (ICT) 
at levels 1 and 2 to adult learners in prisons. This could be exams officers, teaching staff, test 
administrators and invigilators.  

It explains how to prepare for, set up and run the ICT on-screen tests, including detailed step-by-step 
instructions with screenshots for both the test administrator and the learner.  

Overview 

The following diagram shows a summary of the process: 

 

  

Complete approval form and sign up for 
on-screen tests 

Check that computers meet minimum spec for 
Surpass and HTML web delivery and that 
suitable Office applications are installed 

Candidates should try a practice test 
before sitting a live test 

Prepare exam room, print Keycode slips, ensure 
learners have a secure storage area 

Invigilate tests and make sure tests run 
and complete correctly 

Results are available in Surpass between 
17-27 working days later 

Contact OCR if you have questions about 
missing results or appeals 

Centre approval 

Check computers

Register learners

Schedule tests

Prepare for tests

Learners sit tests

OCR marks live tests
Tutor marks practice 

tests

View results

Receive certificates

Post-results services
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Qualifications 

This guide covers the following qualifications specifically in a prison environment:  

Code Description Reference  

Level 1 Award 

09876 
OCR Functional Skills qualification in information and 
communication technology (ICT) at Level 1 

500/8505/0 

Unit 2 
OCR Functional Skills qualification in information and 
communication technology (ICT) at Level 1 

M/601/2349 

Level 2 Award 

09877 
OCR Functional Skills qualification in information and 
communication technology (ICT) at Level 2 

500/8509/8 

Unit 2 
OCR Functional Skills qualification in information and 
communication technology (ICT) at Level 2 

K/601/2284 

For full details, please refer to the qualification web pages on the OCR website. You will find detailed 

information as well as materials and teaching resources. (See More information on page 49.) 

Becoming an approved centre 

To deliver OCR’s Functional Skills ICT qualifications you must be approved. If you are not currently 
approved or have been approved but haven’t made entries for these qualifications in the last three 
years, you’ll need to apply by completing the vocational qualification approval form.  

All level 1 and 2 ICT tests are delivered as on-screen tests. Therefore once approved for Functional 
Skills ICT, you will also need to sign up for on-screen tests so we can set you up to use our on-screen 
test system, Surpass.  

The ICT on-screen tests 

The Functional Skills in ICT level 1 and 2 qualifications comprise a single unit which is assessed by a 
mandatory on-screen test delivered using our on-screen test system, Surpass. We will set you up on 
Surpass as soon as you are approved to teach these qualifications and have completed the sign up 
for on-screen tests form. 

Once you have access to Surpass you can set up your learners, schedule live or practice tests for 
them and monitor the test sittings where they sit their tests.  

The tests use ‘in-app’ technology, which allow learners to use common software applications, such 
as Microsoft Office, to create their work and upload it during the test.  

To work within the constraints of the prison environment the tests are run online in a browser using 
the HTML Web Delivery option of Surpass. The learner needs access to Office applications on the 
test computer. A simulated web browser is included so learners can demonstrate searching by 
inputting search terms, selecting a correct option, and locating certain information. Email tasks 
require an email to be composed but not sent. 

For both levels 1 and 2 the tests have a duration of 2 hours. Tests can be run on demand, at any 
time, so you can schedule them whenever convenient. A learner can only have one attempt at each 
live test variant, but they can have unlimited attempts at the practice test.  

The tests must be taken under examination conditions. All staff involved in delivering these 
qualifications must be aware of, and adhere to, the JCQ/OCR regulations for conducting 

https://www.ocr.org.uk/Images/97424-vocational-approval-form.pdf
https://www.ocr.org.uk/administration/functional-skills/assessment/on-screen-tests/sign-up-for-e-tests/
https://www.ocr.org.uk/administration/functional-skills/assessment/on-screen-tests/sign-up-for-e-tests/
https://www.ocr.org.uk/administration/functional-skills/assessment/on-screen-tests/sign-up-for-e-tests/
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examinations, and must ensure that a copy of the latest version of the OCR Instructions for 
conducting examinations (OCR ICE) for these qualifications is available in the exam room. 

This guidance is intended to be a comprehensive and standalone guide in relation to the ICT on-
screen tests. Other qualification related information is available on the OCR website and links to it 
are included in this document. 
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Hardware and software needed  

System requirements – Test Administrators and Learners 

This section details the specification of the computers used by staff to administer and invigilate the 
delivery of the on-screen tests and the learners to sit their on-screen tests. 

Hardware 

• Processor: 2.33 GHz CPU 

• RAM: 1 GB  

• Video:  

• Screen resolution of 1280 x 768  

• Graphics card with at least 64 MB of memory  

• Peripherals:  

• Two-button mouse  

• Keyboard 

Software 

• Operating systems: Windows 8, Windows 8.1, Windows 10, macOS 10.15 and above (HTML web 
delivered tests only), ChromeOS (HTML web delivered tests only)  

• Internet Browser 

• Google Chrome 

• Mozilla Firefox  

• Microsoft Edge 

• Safari (HTML web delivered tests only) 

• Adobe Reader: version 11.0.07 or above. Note that Adobe Reader must be installed and enabled 
for the browser. 

Internet connection 

• Bandwidth: 512 Kbps 

System requirements – Learners specific 

Internet 

• The URL required to run the test is https://ocr.surpass.com/launchtest/. This has been 
whitelisted. 

• A reliable and stable internet connection, with the bandwidth stated for each computer actively 
being used to deliver tests, must be available throughout the duration of the test. 

Desktop applications 

Learners must have access to typical Office applications to create the work required by the 
assessment. They may need to word process documents, perform calculations on data and create 

https://ocr.surpass.com/launchtest/
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presentations. OCR does not specify which applications the learner should use when creating their 
work, but the files created must be in a format that can be uploaded to the questions in the test. 
Many file formats are supported as listed below. 

• Image files: .jpg, .bmp, .tif, .gif, png 

• Word processing files: .doc, .docx, .odt 

• Spreadsheet files: .xls, .xlsx, .ods 

• Presentation files: .ppt, .pptx, .odp 

• Portable document format files: .pdf 

• Compression files: .zip 

However, each question in the test is limited to allow a maximum of ten file formats. The file 
formats allowed for a question can be seen in the browser dialogue when the candidate browses to 
select a file in their secure area. In Chrome this can be seen in the Custom File List as highlighted 
below. 

 

An example of the ten file formats is the Custom Files List is show below. 

 

Before the start of each test sitting, make sure learners are fully aware which file formats they are 
using, e.g. .docx, so they can find and upload them easily. 

Learners must be able to take screen shots and either save these as image files for upload or include 
them in other files for upload.  

Secure area 

Each learner needs access to a secure area (folder) on the test computer or network to save their 
files to. These include the data files downloaded from the test and those the learner creates during 
the assessment. It is not a requirement of the assessment itself for learners to create this folder 
themselves; the test administrator can set it up for them in advance or the learner can create a 
folder in an existing secure area available to them before they start the test.  
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Once the test has finished and confirmed as complete, any files saved to the learners’ secure area 
must be removed from the test computer or network. This is to ensure that they are not 
subsequently available to any learner after the test has ended. 
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Administering the on-screen tests 

This section is aimed at staff who will administer and invigilate the on-screen tests in Surpass. It 
explains how to get started and prepare for a test sitting where the learners will take their tests. 

Note: We will only set up your centre in Surpass and create your account once you have become an 
approved centre and have signed up for on-screen tests. 

Getting started with Surpass 

Logging in for the first time 

1. To login to Surpass, you will need a username and password. If this is the first time your centre 
is using Surpass, we will send you an email with a link you can use to activate your account. For 
example: 

 

2. Click on the link in the email.  

Note: You may not be able to open these links on some computers. If you have problems, make sure 

you are using a Virtual Campus computer or forward the email and access the link at home.  

The Change Password dialog is displayed: 
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3. Enter a new password. Enter it again for confirmation. 

Note: Passwords must be at least 8 characters, and must include at least one upper-case, one lower-

case, one number and one special character (such as ! % * /etc.). 

4. For the Security question, enter your own free-text security question and answer. Use 
something specific to you that you can easily remember, such as your mother’s maiden name,  
or the road you lived in as child. This information is used to confirm your identity if you forget 
your password.  

5. Click Change Password. You will be logged into Surpass and the home screen will appear with a 
success notification. 

Logging in subsequently 

Once you have set up your password, you can access Surpass by navigating to the login page at 
https://ocr.surpass.com and entering your login details: 

 

Note: We suggest you bookmark this URL. 

 

https://ocr.surpass.com/
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Forgotten your password? 

If you have used Surpass before but forgotten your password, you can recover your details as 
follows: 

1. Click on the Can’t access your account? link on the login screen. 

2. Enter either your username or the email address associated with your account.  

3. We will send you an email with a link you can use to recover your account. For example: 

 

4. Click on the link in the email. 

Note: You may not be able to open these links on some computers. If you have problems, make sure 
you are using a Virtual Campus computer or run the process at home.  

The Change Password (Username) dialog is displayed: 

 

5. Enter a new password. Enter it again for confirmation. 

Note: Passwords must be at least 8 characters, and must include at least one upper-case, one lower-
case, one number and one special character (such as ! % * /etc.).  

6. For the Security answer, enter the answer to your own free-text security question set when you 
activated your account. 

7. Click Change Password. 
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8. You will be logged into Surpass and land on the home screen. A success notification will be 
displayed. 

Registering learners 

Once you have activated your account you can create your candidates in Surpass. You can either 
create candidates individually or in bulk from a file containing their details.  

Creating individual candidates 

1. Select Setup at the top of the page. 

 

2. On the Candidates screen, click the Create Candidate button. 

 

3. The Create Candidate dialog is displayed on step 1 of 3 of the wizard.  

Enter the candidate’s details: 
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• You must enter a First Name, Last Name, Gender and Date of Birth. (Gender is not a 
mandatory field in Surpass but we need it to be entered). Other fields are optional, but you 
can enter an OCR candidate number in the Candidate Ref field and a ULN if you have them. 
If you do not enter a value in the Candidate Ref field a unique value will be automatically 
generated.  

 

• If this candidate is eligible for extra time, select the Reasonable Adjustments checkbox. 
You must tick this checkbox to be able to add extra time when you schedule a test for that 
candidate. You can add up to 25% extra time. 

Note: If the candidate needs more than 25% extra time, you must apply in advance through Access 
Arrangements Online to have this authorised. You can also apply in advance for a reader or writer.  

4. Click Continue when completed.  

5. In Step 2 of 3 of the wizard, select your centre. Click Continue. 

6. In Step 3 of 3 of the wizard, make sure you choose all the subjects the candidate is learning as it 
is easier to add them when the candidate is created. You can enter a search term in the search 
field at the top of the window. Make sure you choose the right subject level and if you are 
running a practice test choose the one that has the word practice in the title. 
 
The new HTML subjects are: 
 
HTML OCR Diagnostic Tests Web 
HTML OCR Functional Skills in ICT Level 1 Practice Web  
HTML OCR Functional Skills in ICT Level 1 Web  
HTML OCR Functional Skills in ICT Level 2 Practice Web  
HTML OCR Functional Skills in ICT Level 2 Web  

  

7. Click Create Candidate. 

8. The candidate is created and added to the list of candidates. A success notification appears: 

 

Uploading a file of candidates 

If you have several candidates to create in Surpass, you can create them in bulk by importing a file 
containing their details. This method automatically associates the candidate with the centre and 
subjects. 
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It is essential that the file is formatted correctly. It must be in CSV (comma-separated variable) 
format and must contain the required fields. You can download an example file and add the data in 
Excel or another suitable application. 

1. On the Candidates screen click the Upload Candidates button.  

2. On the Upload Candidates dialog, click on Download Sample CSV to download an example file 
in the correct format. 

 

3. Open this file with MS Excel, or any other suitable application.  

4. Add the details of your candidates from Row 2 onwards. Leave the heading in Row 1. 

You must enter a First Name, Last Name, Gender and Date of Birth. (Gender is not a mandatory 
field in Surpass but we need it to be entered). Other fields are optional, but you can enter an 
OCR candidate number in the Candidate Ref field and a ULN if you have them. If you do not 
enter a value in the Candidate Ref field a unique value will be automatically generated.  

 

Note: Enter dates of birth in dd/mm/yyyy format. For Gender, enter M or F. For Reasonable 
adjustments, enter Y if your candidate is eligible for extra time.  

5. Save the file. 

6. On the Upload Candidates dialog, select the Centre from the drop-down and select the 
appropriate Subjects - HTML OCR Diagnostic Tests Web, HTML OCR Functional Skills in ICT Level 
1 Practice Web, HTML OCR Functional Skills in ICT Level 1 Web, HTML OCR Functional Skills in 
ICT Level 2 Practice Web, HTML OCR Functional Skills in ICT Level 2 Web. 
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Note: We recommend that you select all relevant subjects including the live, practice and diagnostic 
test subjects. This will mean they do not have to be added individually later. 

7. Click Browse to locate and select the .csv file created previously. Click Open to return the file to 
the Bulk Scheduling dialog. 

8. Click Upload. 

 

If the upload is successful, a success notification will indicate that new candidates have been 
created. Error messages will appear if there are any errors in the data in the .csv file.  

Editing a candidate’s details 

You can edit a candidate’s details after their record was created or imported, for example if you 
need to change any information or add reasonable adjustments.  

1. On the Candidates screen select the candidate you want to edit. If necessary, you can use the 
search box at the top of the page to find the correct candidate.  
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2. Click Edit underneath the Candidate Details. The Candidate Details dialog is displayed. 

3. Edit or add any information and click Save Changes. A success notification will be displayed. 

Associating a candidate with another subject 

You can edit the subjects a candidate is associated with, for example if you need to associate them 
with an additional subject or remove a subject. 

1. On the Candidates screen. 

2. Select the candidate you want to edit. If necessary, you can use the search box at the top of the 
page to find the correct candidate. 

3. Click Edit Associated Centres & Subjects. 

 

4. Ensure the correct centre is selected and click Continue. 

5. The available subjects are listed. Select or clear checkboxes as appropriate. 

6. Click Save Changes. A success notification will be displayed. 

Scheduling live and practice tests  

Once you have registered your learners you can schedule a test for them. Tests can be taken any day 
or time to suit your specific needs. For example, you can schedule tests on the day candidates are to 
sit them or in advance.  

The practice tests are permanently available so can be scheduled up to 42 days in advance.  

The live tests are available in fortnightly sessions (Monday week 1 to Sunday week 2) and must be 
scheduled within the session. This means the schedule start and end dates must be within the same 
session and cannot overlap two sessions.  

You can either schedule tests either the Schedule Test wizard or, if you have many tests to schedule, 
by importing a file containing their details. Both live and practice tests are scheduled in the same 
way. 

Note: We strongly suggest that all learners try a practice test before sitting their live test. This is to 

familiarise themselves with the test delivery environment and the types of questions they may see.  

Using the Schedule Test wizard 

1. Select Test Administration at the top of the page. 
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2. Click Schedule. This screen shows all test schedules created. If you have not scheduled any tests 
yet, the screen will be blank.  

  

3. Click Schedule Test at the bottom of the page to start the wizard. 

 

4. The Schedule Test Wizard starts. On the 1. Centre, Subject, Test & Date step, choose your 
centre (only your centre will appear) in the Centre section. The Subject & Test section will 
appear.  

5. Choose both the Subject and the Test you want to schedule. The Date section will appear.  

Note: If you want to run a practice test, make sure you choose both the Subject and the Test that 
have the word practice in the title.  

6. Choose the date and time you want to run the test. You can choose the date by clicking the 
calendar icon.  

If you want to schedule tests for later the same day, the start date is already populated.  

If you want to schedule tests for a period, tick the Multiple day test checkbox to display the end 
date. Then select a start date and end date. For flexibility, we suggest leaving the start date as 
today and setting a multi-day option for the test window. 

7. The time fields define the period between which the tests can start. For flexibility and to avoid 
narrowing the window in which the tests can start, we recommend leaving these as the default 
values (00:00-23:59).  

Click Next.  

8. On the 2. Candidates step, all candidates associated with the subject will appear. Select the 
checkbox for all those you want to schedule. 

Note: If all candidates are greyed out and “There is no exam available for this candidate” is shown in 
the Reason column then the end date selected may be in the next session. Go back to the 1. Centre, 
Subject, Test & Date step and bring the end date forward before trying again. 

Click Next.  
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9. On the 3. Delivery & Administration step, some options are not available. Although you need to 
select a language, the tests are only available in English. You can choose Schedule for Invigilate 
if you want the start of the tests to be controlled by a PIN as well as a keycode. This can be 
useful if you want all the candidates to start their tests at the same time.  

Note: If you choose Schedule for Invigilate, the candidates will need to enter a PIN as well as a 
keycode to start their test. 

Click Next.  

10. On the 4. Review step, check the details. If you need to make any changes, use the Back button 
to go back and make amendments.  

  

If any of your candidates are eligible for extra time and you selected the Reasonable 
Adjustments checkbox when they were created, 25% extra time is automatically added at this 
point. The green tick in the Reasonable Adjustments allowed  column indicates that the 
Reasonable Adjustments checkbox is selected in the candidate’s details. 

The extra time appears in the Duration column for the candidate.  

Note: If any candidate needs more than 25% extra time and this has been authorised through Access 
Arrangements Online we can add the extra time to the test for you. You will need to schedule the 
test and let us know the keycode so we can add the extra time.  

11. Click Schedule Test. One or more schedules will appear in the Schedule screen. 
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Scheduling tests in bulk  

1. Select Test Administration at the top of the page. 

 

2. Click Schedule. 

  

3. Click the Bulk Scheduling button.  

 

4. On the Bulk Scheduling dialog, click on Download Sample CSV for an example of a file in the 
correct format. 

5. Open this file with MS Excel, or any other suitable application.  

6. Add the details of your candidates from Row 2 onwards. Leave the heading in Row 1.   

You need to enter the Candidate Ref for each candidate to be scheduled. This will be the OCR 
candidate number if you added it when the candidate was created or the auto-generated value 
if you left the field blank.  

 

Note: You can copy and paste the Candidate Ref from the Setup > Candidates page.  

7. Save the file. 

8. Return to the Bulk Scheduling dialog. 

9. Select the Subject from the drop-down list. The Test and Test Form are automatically selected.  



 

© OCR 2022 22 01 July 2022 v0.6 

  

Then choose the date you want to run the test.  

If you want to schedule tests for later the same day, the start date is already populated.  

If you want to schedule tests for a period tick the Multiple day test checkbox to display the end 
date. Then select a start date and end date. For flexibility, we suggest leaving the start date as 
today and setting a multi-day option for the test window. 

10. Click Browse to locate and select the .csv file created previously. Click Open to return the file to 
the Bulk Scheduling dialog.  

11. Click Schedule Test. 

 

12. The Bulk schedule in-progress dialog indicates progress, and a Bulk Scheduling dialog shows 
the outcome.  

 

12. Click View Report to download a .csv file containing the outcome. You will also be notified by 
email of the outcome. Error messages will appear if there are any errors in the data in the .csv 
file.  
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Once tests are scheduled 

Once you have scheduled tests, using either the wizard or bulk scheduling, one or more schedules 
are added to the Schedule screen: 

 

Each schedule shows the subject, test, dates, number of candidates and the user who created the 
schedule.  

On this screen you can: 

• Sort the list on any field – such as in candidate name order – by clicking on the heading or 
by right clicking on the heading.  

• Click on the heading and an arrow will appear showing the sort order, ascending or 
descending. Click again to reverse the sort order. 

 

• Right click on the heading and select Sort Ascending or Sort Descending. Select Clear 
Sorting to clear. 

 

• Fix a column to the left of right of the screen. You can scroll to the right, using the scroll bar 
at the bottom of the page, to see any columns not visible on the screen. However, you can 
fix any column to the left or right of the screen. Right click on the column you want to fix, 
select Fix and then either To the left or To the right. Select Unfix to return the fixed column 
to its original position.  

 

• Limit the display using a filter option.  

• For the Centre Name, Subject and Status columns click the funnel icon to open the filter. 
Search for and select a centre, subject or status then click OK. To clear the filter open it 
again and deselect the centre, subject or status then click OK. 

 

• For the Test Name, Candidate, Candidate Ref, ULN and Scheduled By columns enter 
your search terms in the space below the column header next to the magnifiying glass 
icon. For partial matches hover over the magnifying glass and select Contains and then 
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enter partial search terms. To clear the filter either remove the search terms or right 
click the magnifying glass icon and select Reset. 

 

• For the Date of Birth, Start Date, End Date and Date Scheduled columns enter a date in 
the format DD/MM/YYYY in the space below the column header next to the magnifying 
glass icon. Alternatively click the calendar icon and select a date to filter by. You can also 
filter by a specific date or between a range of dates. Hover over the magnifying glass 
icon and select either Equals or Between then enter a date or start and end dates. To 
clear the filter either remove the date or right click the magnifying glass icon and select 
Reset. 

 

• For the Start Time and End Time columns enter a time in the format HH:MM in the 
space below the column header next to the magnifying glass icon. Alternatively click the 
calendar icon and select a time using the hours and minutes fields then click OK. You can 
also filter by a specific time or a range of times. Hover over the magnifying glass icon and 
select either Equals or Between then enter a time or start and end times. To clear the 
filter either remove the time or right click the magnifying glass icon and select Reset. 



 

© OCR 2022 25 01 July 2022 v0.6 

 

• For the Invigilated column select All, Yes or no from the drop down list below the 
column header.  

 

• Amend a test. If the start date is more than 24 hours in the future the status will be 
editable. In this case you can amend the schedule, e.g. to add or remove candidates or 
change the dates. If the schedule has a start date of today or tomorrow it will lock within 
30 seconds. Once locked, the schedule cannot be edited. 

Invigilating live and practice tests 

When a schedule locks (24 hours before the start date) a keycode is created. You can view keycodes 
in the Invigilate screen. 

1. To access the Invigilate screen, select Test Administration at the top of the page. 
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2. Click Invigilate. This screen shows the keycodes for all tests scheduled where the schedule has 
locked. If you have not scheduled any tests yet or your schedules are still editable, the screen 
will be blank.  

 

 

3. As a test administrator or invigilator, you can use the Invigilate screen to manage the delivery 
of your tests. You can: 

• Set or remove a PIN. 

• Print an invigilation pack and keycode slips. 

• View the current state of tests, for example, Ready, In Progress, Paused, Finished. 

• Pause and resume tests in an emergency. 

• Use the Invigilate screen during a test sitting to monitor your candidate’s progress to check 
their tests start and finish correctly.  

Setting or removing a PIN 

A PIN is automatically created for every test scheduled – in fact, the same PIN is used for all tests 
scheduled at the same time. However, its use is only enforced if you select the Schedule for 
Invigilate option in the 3. Delivery & Administration step in the Schedule Test Wizard.  

If you do use the Schedule for Invigilate option and want to change the PIN, simply highlight one or 
more tests, and select Remove PIN. The select Set PIN and accept the option presented.  

If a PIN is used the candidate must use both a keycode and PIN to start their test. 

Printing an invigilation pack and keycode slips 

To help with your invigilation of the test sitting you can generate an invigilation pack as a PDF file 
from either the Invigilate or Schedule screens. The invigilation pack includes:  

• Attendance Register – a list of candidates scheduled for the test sitting which you can use to 
indicate who is present. 

• Invigilation Report – a form to record any disturbance during the test sitting and to confirm 
it took place in accordance with regulatory requirements.  

• Keycode Slip – a slip with the candidate’s keycode, which they use to start their test. 

The components of the invigilation pack are provided for your use in managing the test sitting and 
you can print the components you choose. As a minimum, we recommend that you print keycode 
slips and give them to the candidates at the start of the test sitting.  

The invigilation pack can be generated in the following way.  

1. From the Invigilate screen, highlight one or more tests by selecting their checkbox in the first 
column. 
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2. Click Print Invigilation Pack at the bottom of the page to display the Print Invigilation Pack 
dialog. 
 
If the selected tests are for the same test sitting then it will be possible to generate the 
Attendance Register, Invigilation Report and Keycode Slips. 

 

If the selected tests are for different test sittings, then it will only be possible to generate the 
Keycode Slips. A note on the Print Invigilation Pack dialog will highlight this. 

 
 

3. Select the options you want in the Print Invigilation Pack dialog. 

4. Click Finish. The PDF file is created and can be printed as required.  

Note: Depending on your browser, the PDF file may open in a browser tab or may display a link that 

you can then use to open the file in a separate window. Also, if you print the Attendance Register 
and Invigilation Report for your own use you do not need to send this information to us. 
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Viewing the state of tests 

The second column in the Invigilate screen displays the current state of each test. A symbol is 
displayed, with text appearing if you hover over the symbol. There are many possible states, but the 
most common ones are: 

Symbol Definition 

 Locked – tests enter the Locked state 24 hours before the start date. 

 
Ready – tests enter the Ready state on the start date and time if adjusted 
from the default of 00:00. Candidates are only able to sit tests once they 
are in the ready state. 

 
In Progress – tests enter the In Progress state when the candidate 
authenticates their keycode and continues whilst the test is in progress.  

 
User disconnected – tests enter the User disconnected state if the 
communication to the central server is lost for example because the 
browser window is closed, or the candidate has not interacted with the test 
for a period. Restart the test using the keycode or navigate to the next 
question to reconnect.  

 
Paused – tests enter the paused state when they are paused in the 
Invigilate screen due to an emergency.  

 
Finished – tests enter the Finished state when the candidate finishes the 
test, and the central server has received all their responses. 

 
Voided – tests enter the Voided state if the keycode is voided. This happens 
automatically if the test has not been sat by the end date or if the test is 
voided in the Invigilate screen because the candidate is absent or has been 
withdrawn from the test sitting. 

 
Awaiting Upload – tests enter the Awaiting Upload state if the test is not 
finished correctly before the end date. All tests should be finished correctly 
using the Finish Test button and sequence of confirmatory steps. Once in 
the Awaiting Upload state it will automatically complete at midnight 24 
hours after the end date. 

You can filter the tests in the Invigilate screen by their state.  

1. Click on the funnel icon on the State column to open the filter. Search for and select one or 
more states to filter by. Click OK. 
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2. To clear the selected state/s open the filter again. Search for and deselect the selected states 
then click OK.  

3. Alternatively, you can clear all filters in one go using the Reset Filters button. 

 

Pausing and resuming tests in an emergency 

In an emergency, tests can be paused temporarily and then resumed.  

1. In the Invigilate screen, select the in progress tests to be paused and click Pause.  

2. The state of the selected tests changes to Paused.  

3. In the test delivery window, the test is paused, and a warning message displayed.  

 

The clock is stopped, and the candidate can no longer interact with the test. When the 
emergency has passed the tests can be resumed.  
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4. In the Invigilate screen select the tests to be resumed and click Resume.  

5. The state of the tests selected changes to in progress.  

6. In the test delivery window, the warning message disappears, and the candidate can continue 
the test from where they left off.  

Note: Tests should only be paused in an emergency. While paused candidates must be supervised as 
detailed in the OCR instructions for conducting examinations (OCR ICE). 

Using the Invigilate screen to monitor a test sitting 

A test administrator or invigilator can control and monitor the delivery of tests from the Invigilate 
screen. It is recommended that they have access to a computer in the test room where they can be 
logged into Surpass with the Invigilate screen open.  

 

The test administrator/invigilator can: 

• Provide the PIN to the candidates if the Schedule for Invigilate option is used.  

• Provide the keycodes to the candidates and/or print Keycode Slips.  

• Use the Attendance Register to record attendance at the test sitting.  

• Use the Invigilation Report to record how the test sitting went.  

• Check that candidates’ tests have started correctly by ensuring their state changes from 
Ready to In Progress. 

• Pause and resume tests in an emergency. 

• Check candidates’ progress through their test and see if they been disconnected.  

• Check the candidates’ tests have finished correctly by checking their state changes from In 
Progress to Finished. 

The information in the Invigilate screen is refreshed every 15 seconds as the system checks for 

updates. You can refresh the display manually if needed by pressing the Refresh button.   

 

If no updates are detected for a prolonged period of time the screen will go into hibernation. In this 
case the Refresh Data button is displayed and the screen is greyed out. 
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Click Refresh Data to bring the screen out of hibernation and update the information displayed.  

Assisting with uploads 

A test administrator or invigilator can assist candidates with uploading their files, although the 
appropriate invigilation arrangements must be always in place. You should arrange for additional 
staff to be available to assist candidates upload their files if required.  

Note: To upload files successfully they must be closed (not open in the application) and the file 

names must not contain any special characters. We recommend that file names only include letters, 
numbers, and underscores. 

Preparing for the test sitting 

It is important to be prepared for each test sitting, to ensure that it proceeds smoothly and to know 
what to do if different situations arise. You can use the following list to help with your preparation: 

• Have you read and understood the OCR Instructions for conduction examinations (OCR ICE) 
available from the OCR website. The tests must be conducted in accordance with the 
instructions in this document. The document contains: 

• A checklist for invigilators (for on-screen tests). 

• Instructions for conducting on-screen tests – in Appendix 1. 

• Suggested wording for the invigilator’s announcement at the beginning of an on-screen 
examination (test) – in Appendix 1a. 

• Information for candidates for on-screen tests - in Appendix 4b. 

• Has the room been set up and the equipment prepared? Are all candidates’ computers set up 
correctly, with sufficient space for all equipment and materials? 

• Have you installed, configured, and checked all hardware and software in advance of the test 
sitting as specified in system requirements in this document? 

• Does the internet connection have sufficient bandwidth as specified in system requirements in 
this document? 

• Have you created a secure area on the network or test computer for each candidate to save 
their files or have you asked the candidates to do so? 

• Have all accessibility considerations been considered, and extra time added to Keycodes where 
required? 

• Is there a computer in the test room where you can be logged into Surpass and monitor the test 
sitting from the Invigilate screen? 

• Are all staff and candidates aware of the procedures to follow in the case of an emergency? 

• Have you printed out an invigilation pack including Keycode slips and provided them to the 
candidates? 

• Have you shared the Information for candidates for on-screen tests in Appendix 4b of the OCR 
ICE with the candidates in advance? 

  

https://www.ocr.org.uk/
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Sitting a test  

This section explains the steps that candidates need to follow to start a test, interact with questions 
in a test and finish a test once it is complete. Test administrators should be familiar with these steps 
and be able to instruct candidates before and during the test where necessary.  

The new HTML Functional Skills ICT on-screen tests use a mixture of simulation and ‘in-app’ 
technology, where candidates use commonly used software applications to produce their work and 
upload it into their test.  

All tests are delivered online and unlocked in a web browser. This is to allow candidates to access 
the software applications they need to use to create the work required. They can move freely 
between the Surpass test delivery window and the applications installed on the test computer. You 
must ensure the system requirements for learners in this document are met (see System 
requirements – Learners on page 8). The tests require an internet connection to be available 
throughout with a minimum bandwidth of 512 Kbps. 

Warning: If the internet connection is lost during a test, it will stop at that point. Therefore, it is 
essential that test sittings are organised when a stable internet connection is available. If a test stops 
it can be restarted once the internet connection is restored. 

Sitting practice tests 

We recommend that all learners try a practice test before sitting their live test. This is to familiarise 
themselves with the test delivery environment and the types of questions they may see in their live 
test.  

The practice tests for the Functional Skills ICT on-screen tests are free and candidates can sit them as 
many times as required. The practice tests can be marked by a tutor to generate a result to 
determine whether a candidate is ready to sit a live test. Feedback reports can be run from the 
Results screen to view a candidate’s  performance for each of the skills standards and these can be 
shared with the candidate. 

The practice tests are scheduled and sat in the same way as a live test.  

Launching a live or practice test 

1. Open a browser and navigate to the following whitelisted address: 

https://ocr.surpass.com/launchtest 

2. Select English (UK) from the Choose language dropdown list. Then click the Launch button. The 
Enter Keycode screen is displayed. 

https://ocr.surpass.com/launchtest
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3. Candidates can click the Preferences button to change the colour scheme of the test. This 
enables candidates with a visual impairment, such as colour blindness, to choose the display 
option they find easiest to read. 

Note: The Preferences button appears on every screen, so the candidate can change settings at any 

point during the test. 

4. Candidates can click the System Check button and select the Internet option to check the 
internet speed. 

 

The minimum bandwidth of 512Kbps download and upload speed must be available throughout 
the test. Click Close. 
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5. In the Enter Keycode screen enter the unique eight-digit Keycode and click OK. 

6. The Confirm Details screen will be displayed showing the candidate’s details: 

 

7. If the details are correct, click the Confirm button to continue.  

8. The introduction page is shown in the Surpass Deliver Test window. It displays useful 
information, such as the duration and specific instructions relating to the assessment, which the 
candidate should read carefully before continuing. Once the test has started, the candidate can 
return to the introduction page by clicking the Introduction button at the bottom of any page.  

 

9. In the Invigilate screen, the state of the candidate’s test changes to In Progress. 

Starting a live or practice test 

The test administrator should ensure the candidates know how to start and finish the test and how 
to navigate between questions. 

The assessment consists of several questions, each containing tasks which the candidates need to 
complete. These may include entering search terms, selecting from search results, composing draft 
emails, downloading, and saving data files in their secure area, viewing resource documents, using 
software applications to create the work required by each task and uploading their finished work to 
each task in the test.  

The duration of the Functional Skills ICT on-screen tests is 2 hours. 
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Starting and navigating through the test 

1. To start the test, click the Start Test button at the bottom right of the screen.  

 

Read the instructions for each question carefully and answer each in turn. The candidate’s 
responses are uploaded as the test progresses.  

2. To navigate to the next or previous question, use the Next and Back buttons: 

 

3. To navigate directly to a question, click on that question’s button in the left hand navigation:  

 

The colour and shape of the question button indicates its status:  

 
indicates the current question displayed with no response recorded. 

 
indicates the current question displayed with a response recorded. 

 
indicates an information page where no response is required. 

 
indicates a question where a response is required. 

 
indicates a question with a response recorded. 

4. The current question is displayed at the top of the screen. The remaining time is also shown; 
this counts down from the total time duration from the point the test is started (including extra 
time if added). The progress indicator highlights the percentage of questions with a response 
recorded.  
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5. Warnings will pop up from the time remaining area when 30, 15 and 5 minutes remain in the 
test.  

Searching 

At least one question will require the candidate to carry out an internet search. The screen will 
include a simulated web browser, allowing the candidate to demonstrate searching, including 
inputting search terms, selecting a correct option, and locating specific information within the search 
results. 

Working with emails 

One question will require the candidate to compose an email using a simulated email template. They 
may be asked to attach a file to their email from their secure area. 

Downloading data files 

Candidates will need to download data files from specific tasks as part of the assessment. It will be 
clear from the instructions when this will be needed. These data files are provided in the following 
formats: 

• Word processing files: supplied as Microsoft Word document .doc 

• Portable document format files: supplied as PDF files .pdf 

• Image files: supplied as .jpg but in some cases included in a Microsoft Word document .doc 

Each candidate will need their own secure area (folder) to save the data files. They can either create 
this folder themselves, or the test administrator can set it up for them. 

1. Within a task in the test, click the button to download the data file. This will be named after the 
data file itself.  

  

2. Depending on the browser and file type the candidate may: 

• Be prompted with a Save As dialog where they can browse to their secure area and save the 
data file.  

• See the file open in a browser tab where they can right click and save the data file in their 
secure area.  

3. Repeat for each data file to be downloaded.  

Opening resource documents 

In some questions, candidates will need to refer to resource documents provided.  

1. Click the button for the resource document.  

 

2. The resource document opens in a pop-up window above the question. Candidates can move 
the window around the screen from the header and resize it from the bottom right corner. 
Multiple resource documents can be opened at the same time if screen space allows.  

3. To close a resource document, click the X in the top right corner.  
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Creating files  

The Surpass Deliver Test window must remain open throughout the test. The candidate can move 
between it and the Office applications they use to create the work required by the assessment. They 
can minimise the Surpass Deliver Test window or use the Windows task bar to move between 
applications.  

Candidates can save the files they create in their own secure area (folder). Each file must be saved 
with a unique filename.  

• Filenames should include letters, numbers, and underscore characters only. 

• Filenames should not include any special characters, such as / & # as it will not be possible to 
upload them to a task. 

• Filenames should be meaningful and as short as possible (the maximum length is 100 
characters, but we advise keeping them much shorter). 

• Filenames do not need to include information to identify the learner.  

The maximum file size that can be uploaded to the test is 2 MB. If an original file is larger than 2 MB, 
candidates can upload a screenshot of it as a .jpg file or paste the screenshot into a document 
created in another Office application such as Microsoft Word and save it in one of the accepted 
formats before uploading.  

Note: All files must be saved in one of the formats listed in Desktop applications on page 8. In 
addition, there is a limit of ten file formats that can be uploaded to each task. These can be seen in 
the browser dialogue when the candidate is selecting their file.  

Uploading work  

For every question where the candidate must upload a file, they will see the Choose Files button 
under a File Upload heading or a button asking for an attachment in an email template. 

  

In most questions there is information about the work to be uploaded under the heading Evidence 
you must upload. This will differ depending on the requirements of the question. 

One or more files can be uploaded up to each question, with a maximum of ten files. All files must 
be uploaded during the test and before it finishes after 2 hours.  

Note: Candidates should only upload those files they want to submit as part of the assessment. The 

files must be closed (not open in the application) before attempting to upload them.  

1. Click Choose Files or the button asking for an attachment in an email template. The browser’s 
file manager appears. 
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2. Navigate to the secure area (folder) where the work is saved.  

Note: Depending on the browser the next steps may differ slightly. The differences are outlined in 

the next section. 

3. Ensure either Custom Files or All Supported Types is selected. This ensures only the ten 
permitted file formats are visible in the list of files in the secure area (folder).   

4. Locate and select the file to be uploaded and click Open.  

5. The file is uploaded and appears below.  

  

5. Repeat the process to upload further files. Each file uploaded appears below the Choose Files 
button.  

6. It is also possible to rename, download or delete a file that has been uploaded using the 
controls to the right of the file name. 

Uploading using different browsers 

Note: The upload process follows the same principles regardless of the browser being used. 
However, when navigating to the secure area (folder) on the computer or network there are slight 
differences between the browsers when locating the files to be uploaded.  

Chrome 

By default, the dialog displays Custom Files with the ten permitted file formats shown. 
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If you choose All Files, all the files in the folder will be listed but candidates will only be able to 
upload those in the permitted file formats, so it is best to just display Custom Files. 

Mozilla Firefox  

By default, the dialog displays All Supported Types with the ten permitted file formats shown. 

  

If you chose All Files, all the files in the folder will be listed but the candidates will only be able to 
upload those in the permitted file formats, so it is best just to display All Supported Types.  

Finishing the test 

Candidates should leave sufficient time at the end of the test to check that all questions have been 
completed and all the files they want to submit as part of the assessment have been uploaded. They 
can use the colour coding of the question’s button in the left-hand navigation to check that a 
response has been recorded.  
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If the candidate completes the test before the time expires and they want to finish, they can click 
the Finish Test button at the top right of the screen. 

 

If a response has been recorded for all questions the Confirm Finish dialog appears asking the 
candidate to confirm they want to finish: 

  

If a response has not been recorded for one or more questions the Confirm Finish dialog appears 
with a warning that not all questions have been attempted.  

  

Click Cancel to remain in the test or Finish to continue to a second Confirm Finish dialog.  
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Click Cancel to remain in the test or Finish to exit the test submitting all responses recorded.  

Note: To finish the test correctly a candidate should click the Finish Test button and follow the 
subsequent confirmatory steps. The test will show with the Finished state in the Invigilate screen 
(see Viewing the state of tests on page 28). If the candidate simply closes the browser window, then 
the test will show the Awaiting Upload state in the Invigilate screen after the end date has passed 
and will not be available immediately to OCR or the tutor for marking. 

If the allocated time expires before the candidate has finished the test manually the test will time 
out. The following screen will appear: 

 

Click Next to finish. A message dispkays and you can close the browser window. 
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After a test 

This section explains the steps that the test administrator needs to take after the tests have been 
completed.  

Making sure all tests complete 

In the Invigilate screen, check the state of the tests that were sat shows as Finished. This confirms 
that the test has finished correctly and that the responses have been received by the central server. 

 

The completed live tests are now available to be marked by OCR examiners. Completed practice 
tests can be marked by a tutor and submitted to generate a result.  

Clearing secure area (folder) 

Once the tests are confirmed as Finished in the Invigilate screen any files saved by the candidates to 
their secure area must be removed from the test computers or network. This includes any data files 
downloaded from the test and any work created by the candidate during the test. This is to ensure 
that these files are not subsequently available to any other candidate after the test has ended. 

Marking practice tests 

It is possible to mark any practice tests sat by candidates to generate a result and determine 
whether they are ready to sit their live test. Feedback reports can be run from the Results screen to 
view their marks breakdown for each of the skills standards. 

1. Select Test Administration at the top of the page. 

 

2. Click Mark. This screen shows all the practice tests to be marked. 

 

3. Check you are on the HTML version of Mark in the top right corner. This shows as either of the 
following depending on the resolution. 

  

If there are no practice tests to mark, the screen will be blank.  
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4. Each record in the Mark screen shows the subject, test, centre, candidate, completed date, 
marks and percentage. Depending on the size of your screen you may need to adjust the 
column widths to see the data.  

 

5. If you have many tests to mark you can: 

• Sort the list on any field – such as in candidate last name – by clicking on the heading. An 
arrow will appear showing the sort order, ascending, or descending and a message will 
appear temporarily on screen. Click again to reverse the sort order.  

 

• Limit the display using a filter option which varies depending on the field. Click the right 
facing arrow on the left border to open the filters pane. There is a filter for every column in 
the list. Select the field and enter the criteria to filter by and apply. A funnel symbol will 
show against any field with a filter applied. You can close the filters pane while marking.  

 

• To clear the filters applied open the filters pane and either click Reset Filters to clear all 
filters applied or open a field and clear the individual filter.  

6. To mark a test highlight it in the list and click Mark Script. The test opens on the first question 
to be marked. The question’s number in the left hand navigation is highlighted in grey and 
displays an asterisk which indicates the question contains a response to be marked.  
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7. The test name and the marking progress are displayed at the top of the question. The 
candidate’s response is displayed in the middle and the learning outcomes marking panel is 
displayed to the right. This displays the number of marks that can be awarded for each skill standard 
assessed in the question.  

8. To download the mark scheme, from the first question in the test, in PDF format click Download 
Mark Scheme in the bottom left corner.  

  

9. View the candidate’s response to the question. This may be visible on the screen or may be in 
one or more files uploaded to the question.  

9.1 If the candidate’s response is visible, refer to the mark scheme and enter a mark in the learning 
outcomes marking panel on the right. It is also possible to enter a comment by clicking on 
Marker Comments. 
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9.2 If the candidate’s response is in one or more files uploaded to the question, they will be listed 
showing a file name, date uploaded and file size.  

 

 To view a file, click the Download icon for the file. If this is obscured by the learning outcomes 
marking panel close this first.  

 

 Depending on the format of the file it will either open in a browser tab or prompt you to save 
the file in a convenient location on your computer or network. Open the file in the most 
relevant application and view the candidate’s response. With reference to the mark scheme 
enter a mark in the learning outcomes marking panel on the right. It is also possible to enter a 
comment by clicking on Marker Comments. 

9.3 Having entered a mark and any comments click Assign Mark. This saves the mark and 
comments for the question and moves you to the next question to mark. The asterisk is cleared 
from the question’s number. 

Warning: When you click Assign Mark you will move to the next question to mark. In this case if you 
had intended to add a comment to the question you will need to move back to it first. You can then 
enter the comment and click Assign Mark to save.  

  Each time you click Assign Mark a success notification displays in the bottom right corner and 
these disappear after a short while. The marking progress percentage increases.  

 

9.4 Another option to navigate through the questions is to use the Next Question and Previous 
Question arrows in the bottom corner.  
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 Alternatively, you can move directly to the questions to be marked by clicking the Next to Mark 
button.  

10. When you have marked all questions the marking progress will show as 100%. At this point the 
Submit Script button in the bottom right corner becomes active. You now have the option to 
submit the test through to the Results screen. There are two ways of doing this depending on 
whether you want to submit the tests one by one as you are marking them or whether you 
want to mark all the tests first and then submit them together.  

• Tests one by one – from within the test click Submit Script to submit the test to the Results 
screen.  

• Multiple tests together – close the test from the X in the top right corner. The test will show 
with 100% marking progress in the list of tests. When you have marked all the tests for your 
candidates highlight them all and then click Submit Test(s) in the bottom right corner. All the 
tests will move to the Results screen.  

Note: When you highlight tests to submit through to the Results screen if any do not have a marking 
progress of 100% the Submit Test(s) button will be inactive. Deselect any tests without 100% 
marking progress and the Submit Test(s) button will become active again.  

Viewing results and certificates 

The results of any practice tests marked are immediately available in the Results screen.  

The results of any live tests are released in Surpass between 17-27 working days after the test date.  

Viewing test results 

1. Select Test Administration at the top of the page. 

 

2. Click Results. 

 

This screen shows the results of all tests that have been released. This is shown as a grade (Pass, 
Fail n, Fail) and a percentage. A Fail n grade is 6 marks from a Pass at level 1 and 7 marks at level 
2.  
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You can run several reports from the bottom of the screen. All reports are generated in PDF format 
that can be saved and printed. The reports available are: 

• Candidate Report – this report contains a summary of a candidate’s result, their marks 
breakdown by skill standards and a result slip. It is generated for a single candidate at a time 
either by highlighting the test and clicking Candidate Report or by double clicking the test.  

• Summary – this report contains a summary of one or more candidate’s results . It is generated 
for one or more candidates by highlighting the tests and clicking Summary. The report can be 
generated for different tests (live and/or practice) at the same time.  

• Candidate Breakdown – this report contains a summary of one or more candidate’s results and 
a marks breakdown. It is generated for one or more candidates by highlighting the tests and 
clicking Candidate Breakdown. The report can only be generated for the same tests (live or 
practice) at the same time. 

• Test Breakdown – this report contains a marks breakdown by skill standards for a particular test. 
It is generated for one or more candidates by highlighting the tests and clicking Test Breakdown. 
The report can only be generated for the same tests (live or practice) at the same time. If 
different tests are highlighted the Test Breakdown button is greyed out. 

• Results Slip – this report contains a result slip for one or more candidate’s results. It is generated 
for one or more candidates by highlighting the tests and clicking Results Slip. The report can be 
generated for different tests (live and/or practice) at the same time.  

The Candidate report, Summary, Candidate Breakdown and Results Slip reports are candidate based 
whereas the Test Breakdown report is test based.  

The candidate’s marks breakdown in the Candidate report and Candidate Breakdown report shows 
the percentage marks by skill standards for each candidate. This can be used to identify skill 
standards where the candidate has performed well or not so well. In each case there is a separate 
report for each candidate. 

The test’s mark breakdown in the Test Breakdown report shows the percentage marks by skill 
standards for each test. This can be used to identify skill standards that have not been answered well 
and may indicate where skill standards have not been taught so well. 

Note: Results of any live tests will also be available in Interchange. 

Certificates 

All certificates will be issued directly to the centre five days after the results are published. 
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Troubleshooting 

Accidently closing test delivery window 

The Surpass test delivery window must remain open throughout the test. However if the candidate 
accidentally closes the test delivery window during the test, it can be restarted again by returning to 
https://ocr.surpass.com/launchtest, selecting the English (UK) from the Choose language dropdown 
list and clicking the Launch button. Then re-entering the original keycode in the Enter Keycode 
screen.  

The test will resume where it was at the point where the window was closed. All the responses 
previously recorded will have been saved. The timer will have counted down unless the invigilator 
paused the test when the test delivery window was accidently closed and then resumed it once the 
candidate restarted.  

Note: If the candidate re-enters their keycode within one minute of closing the test delivery window 

they may see an Invalid Keycode error message stating that their test is currently in progress. This  is 
a security feature to prevent the test from being sat in two places at the same time. If this happens, 
wait for one minute and try again. 

Losing internet connection 

A reliable and stable internet connection is required throughout the test with a minimum bandwidth 
of 512 Kbps. It is the centre’s responsibility to ensure this is the case and we advise you to test the 
internet connection prior to every test sitting using the System Check within the Enter Keycode 
screen.  

If the internet connection is lost during a test, it will stop at that point. Therefore, it is essential that 
test sittings are organised when a stable internet connection is available. If a test stops it can be 
restarted once the internet connection is restored.  

Computer failure 

If the test computer stops working or crashes, the candidate should be moved to a spare computer 
(we advise that a spare should already be prepared).  

Once they have moved, the test can be restarted again simply by returning to 
https://ocr.surpass.com/launchtest, selecting the English (UK) from the Choose language dropdown 
list and clicking the Launch button. Then re-entering the original keycode in the Enter Keycode 
screen. 

The test will resume where it was at the point where the window was closed. All the responses 
previously recorded will have been saved. The timer will have counted down unless the invigilator 
paused the test when the test delivery window was accidently closed and then resumed it once the 
candidate restarted.  

https://ocr.surpass.com/launchtest
https://ocr.surpass.com/launchtest
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Support 

More information 

OCR website 

We have a specific webpage for each qualification that provides essential support materials, 
including the centre handbook, and a range of teaching resources. This information is updated 
regularly.  

Functional Skills – Level 1 ICT 

http://www.ocr.org.uk/qualifications/functional-skills-ict-level-1-09876/ 

Functional Skills – Level 2 ICT 

http://www.ocr.org.uk/qualifications/functional-skills-ict-level-2-09877/ 

Forms 

Vocational Qualification approval form: 

https://www.ocr.org.uk/Images/97424-vocational-approval-form.pdf  

Signing up for on-screen testing: 

https://www.ocr.org.uk/administration/functional-skills/assessment/on-screen-tests/sign-up-for-e-
tests/  

Instructions for conducting examinations (OCR ICE) 

The latest version of the OCR ICE is available from the website. The 2020/21 version can be linked to 
from the following page: 

https://www.ocr.org.uk/administration/functional-skills/admin-at-a-glance-legacy/  

 

OCR Interchange 

Interchange (https://interchange.ocr.org.uk) is a free, secure extranet that has been developed to 
help exams officers and teachers carry out day-to-day administrative functions online quickly and 
efficiently. The site allows you to check your approval status, make and view entries and claims, and 
view achievements. Assessment material for internally assessed units is also provided. As 
Interchange is updated daily, it is always the place to view the most accurate information. To use 
Interchange for the first time, you need to register your centre by returning the Interchange 
Agreement, which you can download from the Interchange login screen at 
https://interchange.ocr.org.uk.  

JCQ publications  

Relevant Joint Council for Qualifications (JCQ) publications are available from the following website: 

http://www.jcq.org.uk 

These include: 

• Access Arrangements, Reasonable Adjustments and Special Consideration 

• Suspected Malpractice in Examinations and Assessments 

 

http://www.ocr.org.uk/qualifications/functional-skills-ict-level-1-09876/
http://www.ocr.org.uk/qualifications/functional-skills-ict-level-2-09877/
https://www.ocr.org.uk/Images/97424-vocational-approval-form.pdf
https://www.ocr.org.uk/administration/functional-skills/assessment/on-screen-tests/sign-up-for-e-tests/
https://www.ocr.org.uk/administration/functional-skills/assessment/on-screen-tests/sign-up-for-e-tests/
https://www.ocr.org.uk/administration/functional-skills/admin-at-a-glance-legacy/
https://interchange.ocr.org.uk/
https://interchange.ocr.org.uk/
http://www.jcq.org.uk/
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Ofqual regulatory documents  

Ofqual regulatory documents are available at:  

http://ofqual.gov.uk/how-we-regulate/regulatory-documents/ 

Support and training 

Customer Support Team 

Our team of Customer Support Managers provide dedicated support, training and guidance for 
centres who deliver OCR qualifications. To find out more, visit the webpage: 

https://www.ocr.org.uk/administration/support-and-tools/support-team/ 

Subject information updates 

Subject information updates are the way we communicate any changes to our qualifications . We 
send a monthly round up to all OCR exams officers; if you would like to receive this, contact us.  

https://www.ocr.org.uk/administration/support-and-tools/siu/ 

Contacting OCR  

General Functional Skills enquiries 

For general enquiries regarding the delivering of OCR Functional Skills , please contact the OCR 
Customer Contact Centre:   

Telephone: 01223 553998  
08:00–17:00 Monday to Friday   

Email:  functionalskills@ocr.org.uk  
Please include centre name and number in the email  

Post:   VQ Processing Team  
OCR 
Westwood Way,  
Coventry, CV4 8JQ  

Technical enquiries 

For technical enquires regarding the on-screen administration of OCR Functional Skills please contact 
the Technical Support Team:  

Telephone:  01223 553998 (08:00–17:00 Monday to Friday)  

Email:  support@ocr.org.uk  
Please include centre name and number in the email. 

Post:   Technical Support Team  
OCR 
Westwood Way 
Coventry, CV4 8JQ  

 

As part of our quality assurance programme, we may record or monitor calls for training purposes. 
Please note that we may not be able to provide specific information if a centre email address is not 
used.  

http://ofqual.gov.uk/how-we-regulate/regulatory-documents/
https://www.ocr.org.uk/administration/support-and-tools/support-team/
https://www.ocr.org.uk/administration/support-and-tools/siu/
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