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INTRODUCTION  

 

The objective of this new software is to enable examinations officers to have autonomy over the issuing of usernames and passwords for staff 

within their own centre and also a new facility for forgotten passwords. 

 

Currently examinations officers have to contact CCEA if they wish to give access to our online services to other members of staff within their 

centre but this new software means that they will be in a position to do this task for themselves.  It also means that if you have forgotten your 

password you will not have to contact CCEA as you will be able to retrieve your original password yourself. 

 

The initial setting up of an examinations officerôs username, password and access to online services will always remain in the control of CCEA.  

But once CCEA has issued a username, password and access for our online services to an examinations officer they will be in a position to give 

access to the chosen online services to other members of staff.  Please note that if you are a new examinations officer or a new centre you will 

have to request a password online from Centre Support.  The link for this can be found in the Exams Officersô home page. 

 

This booklet has been updated to reflect the introduction of e-Moderation and clear instructions are detailed from page 16.  This new software 

will help reduce the workload of examination officers at their busiest period.  Once e-CRS are introduced for all GCSE/GCE specifications 

examination officers will not be receiving thousands of TAC1ôs to issue to teachers for completion and collection.  This software will also be 

beneficial to teachers as it enables teachers to go online to complete CRS for all their candidates.  After entries are made their candidatesô 

numbers and names are already on the e-CRS and the software also totals the individual coursework marks which can only serve to reduce their 

workload too.  Teachers can start recording marks for candidates prior to entries being made.  In this case a pre-entry list of candidates must be 

completed. 

 

CCEA will continue to keep examinations officers informed of all our new online services immediately they come out of pilot and training and 

user manuals will be provided on a timely basis. 
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NEW ONLINE SERVICES  

 

 

*Online Results for Centres 

 

Online TAC1s/Candidate Record Sheets 

 

Direct Claims 

 

*Online Key Skills ICT Portfolio  

 

Online Moderation  

 

Online Essential Skills Registrations (Training Organisations Only) 

 

Online Essential Skills Outcomes 

 

 

Once these online services come out of pilot they will be available for all centres.  Centres can request access to these online services through 

the new óSecure Login for Examinations Officersô  

 

 

*Usernames and passwords will be issued by CCEA to those centres involved in the pilots.  Only centres involved in the pilots can be given 

access to the new online servic 
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NEW LOOK LOGIN SCREEN  

 

 

Access to this new login screen has been placed in the  

existing login web page for examinations officers  

(www.ccea.org.uk/examsofficers).   

 

To login in you simply use your existing username and password.    

It may have been necessary for CCEA to change you  

password but if this was the case you will have received  

an email from us giving you a new password. 

 

If you have any other problems please contact Centre  

Support immediately at centresupport@ccea.org.uk 

 
 

 

 

 

 

http://www.ccea.org.uk/examsofficers
mailto:centresupport@ccea.org.uk
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FIRST LOGIN  

 

When you login for the first time you will be prompted to 

enter a security question. 

 

You choose from the following óSecurity Questionsô:- 

 

 Motherôs Maiden Name 

 

 Name of First Pet 

 

 Name of First School 

 

 Memorable Name 

 

 

To move from one page to another you click on the 

appropriate tab ï óApplicationsô or óUser Managementô. 
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FORGOTTEN PASSWORDS 

 

If you have forgotten your password click on the óForgot Password?ô 

icon on the initial login screen and this will bring you to the opposite 

page.  

 

Key in your email address and hit the submit icon and then you will be 

prompted for the answer to your chosen óSecurity Questionô as detailed 

in the next page. 

 

 
 

 

 

 



 8 

 
 

FORGOTTEN PASSWORDS 

 

 

Once you have keyed in the answer to your óSecurity 

Questionô hit the ósubmitô icon and an email containing your 

original password will be sent to your email account. 
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CENTRAL LOGIN FOR EXAMINATIONS OFFIC ERS 

 

This screen will list all the online applications to which your centre has 

been given access by CCEA.  As before simply click on the online 

service you wish to access. 

 

For example if you have chosen óAccess Arrangementsô a link will 

appear in óredô as opposite. 

 

óClick here to access: Access Arrangementsô 

 

This link will be valid for 10 minutes therefore if you do not access it 

within this period the link will expire.  This is purely for security 

reasons only. 

 

Please note that Access Arrangements are now available from this 

login and you do not have to key your name and password into 

another login. 

 

Examinations Officers will see both óApplicationsô and óUser 

Managementô tabs ï all other centre users will only see the 

óApplicationsô tab. 
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LIST OF ONLINE  SERVICES NOT BEING UTILISED BY YOUR 

CENTRE 

 

You also have an additional tab óRequest New Online Applicationô and 

when you click on this tab a list of applications which are currently 

available will be displayed. 

 

You click on the online service required and then click on the óRequest 

Applicationô icon.  Your request will be forwarded to CCEA for approval 

and when it is approved you will receive an email from CCEA 

confirming this. 

 

Then the next time you login the new online application will be listed. 

 

The list of online applications not being utilised by your centre will be 

automatically updated each time CCEA introduces a new online service. 
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NEW USER MANAGEMENT SCREEN  

 

 

This new screen lets you add a new user by simply clicking on the 

óAdd New Userô icon. 

 

Any existing users which you have already set up will appear in the 

óUser Managementô screen. 

 

Once you click on this icon the screen opposite will appear:- 

 

 

 
 

 


