


Preparation for assessments and pinning the key differences between Multiple Choice Qualifications & Digital

Scheduling and preparing for assessment

Invigilating and handling in flight exams

Handling results

Top tips and recommended good practice

Support resources



Registrations of learners 

Adding staff member accurately onto Prism to ensure all staff have their 
appropriate surpass accounts

Familiarise yourselves with the different practices between MCQ and Digital 
Requirements

Ensure Assessment Web Link is book marked on all devices where candidates 
will sit.

Download & review Surpass Guide for Centres & Surpass Guide for Candidates

Ensure Registrations of learners are complete via MyQuartz

https://www.gatewayqualifications.org.uk/centre-support/admin-hub/registering-learners/completing-downloading-submitting-registrations/
https://www.gatewayqualifications.org.uk/centre-support/admin-hub/registering-learners/completing-downloading-submitting-registrations/


Multiple Choice Qualifications (MCQs) Essential Digital Skills & Digital Functional Skills (Digital)

Register on MyQuartz Register on MyQuartz to allow the learner to appear available to 
schedule in Surpass

Schedule assessment on MyQuartz (this will then allow the candidate 
to appear in Surpass)

Schedule assessment on Surpass

Can permit a booking window of up to one months when scheduling to 
which the assessment can be sat any date within.

Singular date permitted only.

100% computer marked with results automatically returning on exam 
completion.

Partially computer marked for the MCQ elements.

Results automatically process and does not require further quality 
assurance activity.
Results can also be viewed in Surpass via results tab and the usual 
Learner Achievements Report in MyQuartz

EDSQ and DFSQ Entry 3 are Internally marked within 10 
working days, followed by moderation activity and externally 
released via Gateway Qualification upon successful EQA 
checks.

DFSQ Level 1 is marked By Gateway Qualifications

Results will only appear in MyQuartz via the EDSQ or DFSQ 
result reports once results are released from Surpass.

Exam bookings will self clear allowing re sits via Surpass 24 hours after 
exam date. Providing Key Code has not been entered.

Exam bookings will self clear allowing re sits via Surpass 24 
hours after exam date. Providing Key Code has not been 
entered.



Schedule mock and live 
assessments

Download invigilation packs which 
includes key codes, invigilation 
report and attendance register

Marking and Moderation Activity 
(For Digital Provision)

Gateway.Surpass.Com

https://www.gatewayqualifications.org.uk/advice-guidance/help-admin-tasks/external-assessment/








gateway.surpass.com/takeatest

On the day of the 
assessment 
(Invigilator)

• Prepare the examination room ensuring gateway.surpass.com/takeatest is available on all devices
• Ensure you able to log into gateway.surpass.com and contact us to resolve any login issues
• Ensure you have access to the downloaded invigilation pack
• Enter any reasonable adjustments if required
• Familiarise with what each Surpass symbol means (next slide)
• Hand out and/or Advise Candidates of their individual key codes ensuring to issue correctly
• Consider issuing Surpass Candidate Guide to candidates
• Complete the Attendance Register
• Once ready to proceed – reveal pin code to the candidates to start the test
• Request candidate double check information on the screen is accurate prior to proceeding
• Complete invigilate report within the pack on assessment completion

https://gateway.surpass.com/takeatest


Action should only be required if you intend to bring the assessment date forward from what you have originally booked

Centres can delete scheduled assessments at any time up to 24 hours before the test date (before the learners reach 
the invigilation tab)

By finding the learner on the Schedule tab, highlighting the learner and clicking on the Delete Test button at the 
bottom of the screen

When learners are on the Invigilate tab, you do not need to take any action as the booking will automatically clear 
24 hours after the scheduled date

Reschedule assessment in the usual way

24-hour grace period pre and post assessment where keycodes remain valid. Once cleared a new booking can take 
place

Avoid booking assessments on the day you wish learners to sit





➢ Centres can self-permit and self serve up to 50% additional 
time to a learners' exam duration for all Surpass 
qualifications. Ensuring appropriate records are kept. 
Centres may use the available exemplar from our website

➢ Should 50%+ this required application through the Gateway 
Qualifications Reasonable Adjustment Request Form

Special Considerations and Reasonable Adjustment Forms

https://www.gatewayqualifications.org.uk/centre-support/quality-assurance/standard-approach/special-considerations-and-reasonable-adjustment-forms/


Candidate has an invalid key code entry notice on login attempt

Computer/Device issues during the exam

Device displaying “User Disconnected”

Exam not loading, upload link not working or any elements not displaying as expected

Candidate forgot to submit the assessment or was not able to complete and submit test as usual (such as unforeseen 
emergency)



Detect a candidate is using the incorrect key code

Realise a LIVE is being sat instead of a MOCK

Event of Emergency such as fire drill or unforeseen emergency

Suspected misconduct



Click Resume

Note – if candidates carry over to more than one page, you will need to select all candidates on every page

To resume the test

Select individuals or select all in page as above

Click Pause

Note – Candidates will receive a pop-up notification to advise the exam has been paused

The assessment may be paused by highlighting and selecting Individuals or selecting ‘Select All in Page’







Request dummy key codes (via the Customer Excellent Team) to test devices and become familiar with assessment 
format and navigation style

Log in using username NOT email addresses

Do not enter keycodes for no shows

Get comfortable with manipulating filters to display what you require

Resolve any issues and submit assessment within 24 hours to avoid losing the assessment

Digital results will consistently show as failed on results tab in Surpass unless a learner achieves 100%. Be sure 
to use results report as shown previously

Surpass Subjects do not require an RAC. All results and certification auto generate on return



Have your ICT teams contact available to liaise should complex technical difficulties arise

Immediate issues or support should be dealt with over the phone where the team can advise. Do not share 
sensitive exam material over emails

If believed results are delayed be sure to check mark and moderate tabs and check with responsible staff to 
ensure appropriate actions have taken place prior to escalating

Ensure learner hard drives are clean ahead of the next assessment following assessment.

Ensure staff have correct permission in Prism to enable appropriate set up and permissions

Do not select the ‘Remove PIN’ or ‘Void’ buttons as all learners MUST use a PIN to access the 
assessment.  Results may be at risk if these selections are processed

Ensure appropriate further teaching takes place addressing weaknesses prior to booking resits



➢

➢

➢



Centre Surpass 
Guide

Candidate 
Surpass Guide

Online How To 
Videos

FAQs (For MCQs 
and Digital)

EDSQ Centre 
Guide, Checklists 

and Conduct of 
Assessments

Basic Diagnostic 
Tool
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Contact information

https://www.gatewayqualifications.org.uk/ 

01206 911 220

registrations@gatewayqualifications.org.uk

quality@gatewayqualifications.org.uk 

01206 911 250

Quality Team

Customer Excellence Team

Website

https://www.gatewayqualifications.org.uk/
mailto:registrations@gatewayqualifications.org.uk
mailto:quality@gatewayqualifications.org.uk
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