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Safefood for Life

Introduction

Chartered Institute of Environmental Health Level 2 Award in Food Safety in
Catering online examination

The Chartered Institute of Environmental Health (CIEH) is committed to
improving and protecting the health of people and the environment in which
we live. We are here to help organisations co-create safe working practices
through accredited training solutions and awareness development.

Our reputation goes further afield too. CIEH qualifications are highly regarded
internationally. To date over 6 million people worldwide have successfully
completed a CIEH accredited qualification.

1.1. How to access the Online examination

On completion of the safefood for life programme students have the
opportunity to sit the Chartered Institute of Environmental Health (CIEH)
Level 2 Award in Food Safety in Catering examination online which can be
accessed via the C2k LearningNI online learning environment under the staff
section or directly via the Internet.

(1.) Home Economics Library — Staff
This section contains Teacher’s Notes, Glossary, Exam User Guide, Exam
Registration Forms and Exam Link which are vital to teaching the programme,

are available to staff:

Library > 'Staff Room’ tab > Topic: Subjects material (Post-primary) > Sub-
topic: Home Economics; and enter safefood as the keyword

(2.) Directly on the Internet
Simply open a browser like Internet Explorer and go to the address:

http://www.safefoodforlife.com/CIEHexam



http://www.safefoodforlife.com/CIEHexam

1.2. Online Examination Rules and Procedures

a)

b)

g)

h)

)

k)

The teacher/supervisor should ensure that Pin Request Forms should
be sent to CIEH 3 weeks in advance of the examination date providing
the correct examination date and number of students

All exam login details should be kept securely on file by the
supervisor/teacher for CIEH audit purposes

All candidates for the exam should take the exam in one room under
supervision by the Teacher /Supervisor at all times

If the Teacher requires to sit the online Exam him/herself they can only
do so at another school centre.

The Supervisor/Teacher must allow sufficient time before the start of
the examination for log in.

Pins are automatically assigned and deemed as used once the teacher
enters his/her username and password on each PC and will be invoiced
for these. It is therefore vital that the teacher ensures that he/she only
logs on the exact number of PCs for the number of students
present on the day to sit the exam. If too many students are
accidentally logged on (due to absent students) the teacher can void
the Pin before the exam begins by keying CTRL, Down Arrow and E.
This PIN will then be reallocated for use

Teacher must verify the identity of the student doing the exam and
ensure the student details are correctly entered according to the
instructions given on the screen before they are submitted. The
student name that will appear on the final certificate will be exactly as
entered.

Once all PC are logged on and student are ready to start - All students
should start the demo exam together and then the real exam together

Once the Demo exam is completed the time provided for the Real
exam is one hour which will be monitored by the supervisor/teacher

Teacher/Supervisor should make sure that when students are finished
the exam that they click the End Exam button to ensure the exam
results are transferred correctly

Under no circumstance should the student close down the Exam
Screen browser during the exam as this will end the exam and results
may be lost. If this happens a warning message will appear to confirm
that the student wishes to end the exam
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) In the event of students cheating or talking during the exam —the
Teacher/ Supervisor has the facility to cancel the exam.

m) Should exam results not be transferred automatically to CIEH (due to
connection problems) an alert will appear on that particular students
PC. The teacher/supervisor must then

a) Click Retry to resend the results
If this is unsuccessful

b) The teacher /supervisor will note the PC and the student at that
particular PC and resubmit the results by logging back into that
PC at another time.

c) If exam results are still not transferred then safefood will be

notified by e-mail and will contact the school in question to ask
the teacher to resubmit the results.



1.3. Welcome Screen

The first screen you will see is the Welcome Screen with some logos of the
organisations involved. Simply click on the Start button to proceed.

Welcome

/) safefood for life

/j) safefood Chorteregj\\i ®

Institute of
Environmental
Health

m Administration

CIEH Level 2 Award in Food Safety in Catering Examination

Note that the Administration button allows you to approve your student’s
exams to allow them to be processed. Please see section 2 page 20 for details
on how to Approve student exam results.



1.4. Login Screen

The next screen is the login screen:

@ - |$ - @ > | ﬁj ||:| http:){boss/safefood/SETS web/onlinetest fexam. htm |'| bl "|Gnng\e |"‘“l - 82 X

Tutor Login

Login Details

* Login Name >

* Batch Number >

Exam Details

* Exam > Time Extension (20 mins) [l
Tutor Login

* Required

Level 2 Award in Food Safety in Catering Examination

To gain access to the Online Examination the tutor must enter:

Login Name
Password
Batch Number

The login Name and Password will be provided to your school by safefood at
the time of Centre Registration

The Batch Number will be provided directly to you via e-mail by CIEH when
you request PINS .

You can now select an Exam for the student to take from the drop down list,
with a view to having adjacent students completing different exams, the same
way you would distribute papers in a written exam.

If you enter an invalid Batch Number you will get a warning message. Simply
re-enter with the correct Batch Number provided by CIEH. See the Support
section if you're still having problems.



If the student is incapacitated and requires additional time, then click on the
Time Extension box and an Extension Reason will appear:

¢ L= @ (%] ﬂ ||:| hitp:j/boss/safefoodiSETS web/onlinetest &xam. htm |'| Fl "|Goog\e |C\l - 8 X

Tutor Login

Login Details

* Login Name >
* Password >

* Batch Number >

Exam Details

* Exam >

*Extended Reason

* Required

Level 2 Award in Food Safety in Catering Examination

Once you have filled out the Extension Reason, click Done.

Click on the Tutor Login button to proceed.



1.5. Student Details

Details

Student Details

* First Name > Middle Initial > [JJj

* Surname >

NB: Please

take care * Address > *post code > [N
entering the

student's name
and middle

initial, as this Day v 2001 v

is exactly how
it will appear

on the final

certificate.
I understand these details will be shared between CIEH and
safefood and will not be passed to third parties.

*Date Of Birth >

* Required

CIEH Level 2 Award in Food Safety in Catering Examination

The next screen is to input the Student Details. This is usually filled in by the
student and requires their:

First Name

(Middle) Initial

Surname

Address

Date of Birth

Post Code

Note that the student must take care to enter their details with attention to
format and capitalisation, as their name will appear on their certificate as it is
entered here. The teacher must check to ensure that all the student details
have been entered correctly before they proceed.

To allow the student to proceed to the exam once the student details have
been entered the student must click on the Data Protection Tick box at
the bottom on the screen.

Once complete click on Proceed.



Absent or No-Show Students

Note that while in this student screen the teacher has the facility to cancel

before the exam starts. Typically this is when there are No Shows or Absent
Students.

To do this the tutor must use the following key sequence

1 E

L.e. Hold down the "Down Arrow” and "E” keys

This PIN will be unassigned and can be used for another pupil.
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1.6. Examination Demo

€ -- O & [D http:{fboss/safefood/SETS{webjonlinetest/exam.htm v| Dl iv{Gr)Dg‘g m - 8 X

Demonstration

View the demo and see how the exam works
and
then await your lecturers instructions to

[ View bemo |

Level 2 Award in Food Safety in Catering Examination

Once the tutor has completed logging in and the student details are entered,
the next screen is to start the demonstration. This demonstration is a fully
working online example of how the real examination will work.

To continue, simply click on the View Demo button.
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@ - Eb - 6‘ kd ﬁj ||:| http:){boss/safefood/SETS web/onlinetest /exam. htm |'| Pl "|Goog\e |'~\,l - 2 X

What did Mar had a little

1 Of160
.ngtg 2 Ol[170
.\\:Lamb 3 0180
. Coe 2 0llen
6 Ol210
7, 220
__Dana 8 Ofz30
. victoria 5 ollzam
Britney prnears
p—
_ Gewn Sfefani 100250
110260
120270
130|280
R R Taolkein 140fz90
. Dan Brpwn 1s50llz00
. Peter Jellers
_ Roger Blight u

The demonstiation examinatigh beging and works/exactly the same way the
real exam will work.

The central part of the’screen confains 3 guéstions at a time with a choice of
4 answers. To seleet an answer fhe stugént simply clicks on the appropriate
checkbox on thefeft of the answers.

The right Hand side of the/ screén contains a visual indication of all 30
questions, and for each question answered, the appropriate square is filled in.
By clicking on any of question numbers here you are brought

At the botto/ t of the screen are two navigation arrows to take the
student forward And back between the 10 pages of questions; i.e. 10 pages
each with 3 questions on each.

The top right ‘of the screen shows the amount of time remaining.
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1.7. Finishing the Exam

@ - E> - @‘ kd Gj ||:| http:){boss/safefood/SETS web/onlinetest /exam. htm |'| Pl "|Goog\e |'v\l - 2 X

Demonstration _m
00:04 : 05

End Exam Now

Timbuktu ?
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. Australia

[
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©
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What's the capital of Spain 7
Warning: Demonstration
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__ Barcelona You have only answered 16 out of 30 questions.
_ Malaga Are you sure you want to finish the exam [(DEMO)?
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N
0
[ |

b= “ m?’l]
HEEEARES
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N
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[l |
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Hl
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N
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._.
w
1L}
]

H
N
N

. German
. British
. Spanish

- Level 2 Award in Food Safety in Catering Examination -

The exams ends when either:

B
~ B

1. The allocated time expires (5 minutes for the demo, and 60
minutes for the real exam)
2. The student clicks the End Exam Now button

If the student clicks on the End Exam Now button they will receive a warning
pop-up and will be asked for confirmation to finish the exam (see screen
above).

End of exam warning

When you are within 10 minutes from the end of the real exam (and 1 minute
from the end of the demo exam) the remaining time starts flashing on and off
and the numbers of each of the questions turn red to warn you.

Note that the student should never close the window or turn off the
PC before ending the exam, as to do so could mean losing all
answers and making their exam invalid.
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1.8. Starting the exam proper

@ ¥ -y é‘ e @ [\j http:f{boss/safefood{SETS webfonlinetestfexam.htm 'l D] i"Gnng\e m - 5 X

Start Exam

Please await further instructions by the
lecturer before beginning exam.

| start Exam |

Level 2 Award in Food Safety in Catering Examination

Once the demo exam is completed the student sees the Start Exam page
which leads into the real exam.

The tutor might want the student to wait at this screen so that they can start
all students at the same time.

To start the exam proper, simply click on the Start Exam button.

The real exam is identical in format to the demo exam and to finish the
student either waits until the exam times out (after 60 minutes) or clicks on
the End Exam Now button, just like in the demo exam.
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1.9. Tutor Stopping the Exam

If before the start of an exam (e.g. a student doesn’t show) or during an
examination the tutor needs to stop a student taking an exam (e.g. in the
case of a student caught cheating), then the tutor can break-in and stop the
exam.

To do this the tutor must use the following key sequence

e

i.e. Hold down the “Down Arrow” and “"E” keys

@ © |$ = @ (%] ﬂ ||:| http:){boss/safefood/SETS web/onlinetest /exam. htm |'| Fl "|Goog\e |'v§l - 2 X

Cancel Reason?

Confirm Tutor Password > _
R e

Level 2 Award in Food Safety in Catering Examination

The tutor then fills in the Reason for Cancelling and their login password.
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1.10. Completing the Exam

Once the exam is finished and the results have been sent to the central
server, you will see a screen like the one above which indicates that the exam

was completed correctly.

@ o J) hd @ (% | @ ID http: ffboss/safefood{SETS webfonlinetestfexam. htm ‘Vl Dl iv‘Gmg\e

Exam Complete

Thank You.
Your test results were successfully sent to the
server,

Level 2 Award in Food Safety in Catering Examination
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1.11. Problem Synchronising the Results at End of Exam

If there is a problem with either the server or network connection you may
see the following screen:

E -9 -@ o 0|0 ey efood/SETS{webjonli htm v| B [[Glz] coogie g 8 x

Exam Complete

Your test results are being sent to the server.
Please Wait......

Level 2 Award in Food Safety in Catering Examination

followed by this screen:

&~ - @ % | [ http/boss/safefood/SETS web/anlinetest jexam.htm =| | [C]+|zoogle Lol = & x

WARNING!

There is a temporary server problem.Your results have not been
uploaded, but are safely stored on this PC.

YOU MUST NOTIFY THE TUTOR, so that your results can be transfered
later.

[ rewy |

Level 2 Award in Food Safety in Catering Examination
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First of all try hitting the Retry button and hopefully the results will send
successfully. You should then see the following screen:

E&E-2-& U 0 ||:| hittp:/[boss safefoodiSETS{web/onlinetest fexam. htm |'| [*l "|Goog\e |\‘\-l -8 x

Thank You.
Your test results were successfully sent to the

Results Updated

Results that were stored on this
machine have been successfully sent to
the server.

Level 2 Award in Food Safety in Catering Examination

Simply click OK to confirm.

If you still see the warning screen it probably means that there is a temporary
problem with the connection and the next time you start an exam on this PC
the results will be uploaded automatically.
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1.12. Support Contacts

If you have any problems or have any queries you can contact one of the
following:

Accessing the safefood for life programme on C2K-LNI contact the C2K
Helpdesk at 0870 6011 666

Accessing the online examination system within C2K-LNI contact the
C2K Helpdesk at 0870 6011 666

Examination Centre /Teacher Registration contact safefood at 0800
085 1683

Examination result transfer contact safefood at 0800 085 1683 who will
liaise with The Chartered Institute of Environmental Health (CIEH) as
appropriate

Examination PIN requests contact CIEH Customer Support at 0207
7827 5800

Examination papers or questions contact CIEH Customer Support at
0207 7827 5800

Result processing and issuing of certificates contact CIEH Customer
Support at 0207 7827 5800
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2. Approve Exam and Release PIN Extension

2.1. View and approve individual batches

On the online test welcome page there is a new button Administration.

3 SETS Online Testing Tool - Mozilla Firefox
Fle Edt WView Hstory Bookmarks Tooks Help

-G -X & ( P ‘http‘ﬂf194 149.76.76{setsprodv2fonlinetest] 7. | |v|5nng\e ,"f‘l
[ Mast visited P Getting Started (51 Latest Headines Linked[fl
Disable = Cookies * [ €55~ -] Forms ~ B Images ~ Information = () Miscellaneous = o/ Outiine = Resize ~ Tools = x| View Source = L2 Options =
bl ki L] f € Il line = & 5 I

| ') SETS Login Form || | || SETS Online Testing Tool a8 ]

/) safefood for life

:

RS RO A
/\7) safefood Chartere '*

Institute o ,
Environmental
Health

m Administration

CIEH Level 2 Award in Food Safety in Catering Examination

Clicking on the ‘Administration’ button brings you to the login page. Enter
your username and password.

) SETS Login Form - Mozilla Firefox
Fle Edt View Hstory Bookmarks Tools  Help

G R far [ L] | hetpif194.149.76 Tefsetsprodvateacherlogin.cfm 2 -] [Gl=[cosge 2
[ most visted M Getting Started (] Latest Headines Linked (!
Disable = /& Caokies ~ [ €55~ =] Farms = (8] Images = @ Information ~ () Miscellaneous ~ 7 Outline = & 2 Resize ~ 42 Taols ~ £2] View Saurce = Options =
& s Pl

Gt

Welcome to the SETS Teacher System
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Once logged in, the main menu screen will open:

) Search Details - Mozilla Firefox
Fle Edt WView Hstory Bookmarks Tooks Help

G - - wr | L) | http:fr194.149.76 Tafsebsprach2| TeacheristBatch. cim 3 - > y.
[ Mast visited P Getting Started i Latest Headlines Linked
2 Disable - 2 Cookies » [~ €55~ [ Forms = (8] Images - @) Information ~ () Miscellaneous =/ Outline = § J Resize = Tools = 2] View Source = . Options = v
D
2e
0 safefood o

Environmental
Heolth

welcame Lukasz Wisniewskil

Batch Number:

Exam Date:

i

To: [EH

Date From:

Batch status: | Exam Started or Finished v

Search for Batch.

There are 5 fields to fill in. These are:

1. Batch number
Specify the correct Batch number provided by CIEH.

2. Exam date
From the calendar menu, select the correct date (date entered is equal
to exam date).

3. Date From
From the calendar menu select the correct ‘from’ date.

4. Date To
From the calendar menu select the correct ‘to’ date.

5. Batch status
Specify the Batch status from the drop-down list.
You have 7 options:

All (select all available batches)

Allocated

Allocated with PINs assigned

Exam started or finished (as default)

Exam approved

CSV Sent

CSV Accepted

@mpo0 oo

Click on the “Search for Batch” button.
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Your screen will look like the following:

) Search Details - Mozilla Firefox

Fle Edt View Hstory Bookmarks Tools  Help

@ = C - ‘0t [ L) | http:if194.149.76. Tefsetsprodvz/TeacherListBatch. cfm > - = ;
[ Mast visited P Getting Started i Latest Headines Linked
5 Disable - [ Cookles » [ -] €55 = [ Forms - (8] Images ~ (@ Information + ) Miscellaneous ./ Outiine = | J Resize ~ . Tools = £] View Source = . Options = v O 0

{satefood o ¥

e Geraldine Canavan!

Search Details

Batch Number:

Exam Date: [
Date From: [E] 1o |E
Batch status: | Exam Started or Finished v

Search for Batch

Batch

# 5
School Teacher Completed Status Action
Corpus Christi Geraldine Exam wigw

1 1883180 College Canavan /2009 3 L Started details

The list you get back shows general information about the batch. Click the
view details link to see the individual batches with students details.

If the batch status is ‘Allocated’ then this screen is ‘View Only’ and appears
as:

) View Baich Details - Mozilla Firefox g@

fle Edt Yiew Hstory Bookmarks Tooks Help

@ - - A ( http:/[194,149,76, 76/setsprodva| TeacherViewBatch, cFm?Id=92 - - P
(i8] Most visited 4§ Getting Started 5. Latest Headlines Linked ([
@ Disable - & Cookies + [ €55~ [ Forms = (] Images - @ Information -~ ) Miscellaneous -~ . Outiine = § § Resize ~ ./ Tools = 2] View Source = -~ Optians = v © @

() satefood o

Environmenttol
Heolth

e Lynne Elliott!

View Batch Details

Biatch Mumber: 1681356 Invigilator
Batch status: allocated Cormments
Schaol: Banbridge Academy

Teacher: Lynne Elliott

Exam Date: 05/11/2008

Humnber of PINs
Allocated: 1

Number Completed
Successfully: o

Humber of No Shows: 1

Humber Assigned: 0 Characters left 250

Humber Cancelled: 0

No  FirstName Initial SecondName  PIN  Status  Start End  Extended Time Action
Time Time Reason

1 1 [none- ] 1 [nene- | FrEOOI12S S',;‘D“w -none-  -none- -none-

Back to Batch List

‘Approve Batch’, ‘Save details’ and ‘Save Invigilator/Comment’ buttons are not
present.
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If the status is ‘Completed Successfully’ for any student, ‘Approve Batch’ and
‘Save details’ buttons are available.

If the batch is not approved you can do the following:

Enter the invigilator name and/or comments (only if the batch status is
‘Exam started’ or ‘Exam finished")

Modify the students first and last name and initial

Approve batch

If the batch status is ‘Exam started’ or ‘Exam finished’ you have an option to
enter the invigilator name and/or comments and save them using the ‘Save’
button without having to approve the batch. Please note that when the ‘Save’
button is pressed an email is sent containing the invigilator name and
comment to the Safefood staff member and to technical support.

If a PIN has not been allocated or a student has not completed an exam a
warning symbol ‘!" is displayed beside the student’s name.

Once you click the ‘Approve batch’ button a message is displayed to request
confirmation: “You cannot modify students names once a batch is approved.
Please confirm you want to approve this batch.”

The screen looks similar to the following:

Nurnber Cancelled:

Batch Humber: 1677451 Invigilats
Batch status: CSY Sent Cormrment its
School; Dean Maguirc College

Teacher: Edel McKenna

Exam Date: 20/10/2008

Nurmber of PIHs

Allocated: 12

Number Completed

Successfully: 1z

Number of Ho Shows: 0

Number Assigned: 0 Characters left | 250

The page at http://194.149.76.76 says:

e approved. b Time Reason
1 =} none
g ewem s | e e e
Completed ) )
3 [Malissa | [areg | FFEOD1114 Succescfully | DE39 0858 -none-
4 [Marie | [conway | Freopiias  Completed 08:39 08:58  -none-
Successfully : :
v Completed
5 [sheila | [Me Callan | FFEDD1116 Sume”“m”y 08:39  08:58  -none-
Completed
6 [or ] [reelly ] FFEOD1117 Suooessfully  UEi9 0853 -none-
7 [Fionnual 12 | ] [pohery | Freopiine  Completsd 08:39  08:54  -none-
Successfully
Completed
8 [Daren | [Mc Gaughey | FFEDD1119 SUGDEDSSFU”Y 08:39 0854  -none-
3 [meg | [coyle | FrEon1zzo CoMPlEted o poae gmss -none-
Successfully ' '
Completed
10 [gah ] [&] [Mmccullagh | FrEOO1121 Sume”“m”y 08:39  08:56  -none-
Cormnpleted
11 [Bronagh | [Meateer ] FFEOD1122 Surmeetully D89 OEIS4 -none-
Completed . .
1z [paul | [coyle | FFEOD1123 Sucoescfully U839 0855 none:
Save details

[ Back 1o Batch List | [ Approve Batch
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When you click the ‘OK’ button the batch is processed, a CSV file is generated
and transferred to CIEH. Email notification is sent to the CIEH staff. The next
screen appears as:

) Generate and Send the CSV File - Mozilla Firefox [NEE
File Edit Wiew History Bookmarks Tools Help

6 - Q- S | | http:j[194.149.76. T6/setsprodva) TeacherAukoCavinvoke. chm?Id=77 - - F
[2] Most visited P Getting Started [ | Latest Headines Linked
@ Disable - B Cookies ~ [ €55~ -] Forms - 5] Images - @ Information = (1 Miscelaneous = ./ Outline = | J Resize = /¥ Tools = f2] View Source = £ Options = X O e

Welcome Lukasz Wisniews
CSY Generation

The CSW File has been generated successfully

Back to Batch List

Once the batch is approved the batch status is set to ‘Approved’ and the View
batch screen is ‘View Only’. ‘Approve Batch’, ‘Save details’ and ‘Save
Invigilator/Comment’ buttons are not present.

2.2. Release a PIN

This situation can occur when you set up a test for a student but the test is
not taken for whatever reason. In the batch view screen the status of this PIN
is assigned and at the PIN cannot be reused and the exam results are not
recorded in the database. The screen can look similar to the following:

©) View Batch Details - Mozilla Firefox

File Edt View Higtory Bookmarks Tools  Help
Zoa

“ - - 2 | L7 | hetp:if194.149.76. 76 setsprodv2/ TeacherViewBatch. cim? =04 - - F
[ 4] Most visited P Getting Started E1] Latest Headines Linked
©) Disable - 3 Cookies + [ €55+ ] Forms + 8] Images = (@ Information = () Miscellaneous = . Outine = &  Resize = % Tools ~ {2 view Source = > Options = v © &

7 v
ﬂsafefood Gurtered N\
Enwironrmentol
Health

View Batch Details

Batch Murnber: 1682726 Invigilatar

Batch status: CsY Sent Commen ts

School: Thornhill College

Teacher: Miss A Bell

Exam Date: 14/11/2008

Number of PINs

Allocated: 21

Number Completed

Suceessfully: 12

Nurmnber of No Shows: 8

Number Assigned: 1 Characters left [250

Number Cancelled: i

N First Nam Initial S d Nam PIN Statu: Start End Extended Acti
Time Time Time Reason

1 1 [none- ] ] [oones | FFEOD1140  Assigned  -none-  -none- -nome- el lease

2 [charlote | [Linstram | FrEoD1z4y  Complsted 12:09  12:20 -none-

There is an link called release beside the 'Extended time reason’ column.
Clicking this link will clear the student name and will allow the PIN to be used
by another student. The status of the PIN is reset to ‘No Show'.
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