
What you will need

• A username and password
• A DVD burner
• DVD burning software
• Space on a PC to hold all of the Controlled 

Assessment work for the component
• Access to a printer



Enter your login 
details



Click Start to 
begin

Check your 
details
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Select the 
component
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Click “i” at any 
stage if you need 

instructions
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Click the “next”
button to move 

forwards

XXXXX demo



Click the “back 
button” at any 
time to move 
backwards

Select the top 
candidate

Click here if they 
are not in the 

sample list
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Click on the 
candidate and 
then click “OK”

This screen will only
appear if you 

indicate that the candidate is 
not in the sample list



Select the bottom 
candidate
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If you do not need to
change any candidates,
move to the next screen

Select the 
candidate that 

you wish to 
replace and click 

“Change 
Candidate”
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Select the 
candidate that 

you wish to insert

You MUST 
record a reason 

for the 
replacement

Click “OK” when 
the replacement 
has been chosen
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Click the 
“Changed 

Sample” tab to 
see the 

replacements you 
have made

Click the “Next”
button when you 
have completed 

the replacements



Click the “Next”
button to confirm 

the sample
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Click this link to 
start generating 
the folders for 
your sample
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Click “Save”



Save the file in 
the location that 

you wish to place 
the folders

Double-click file 
that is 

downloaded. A 
black window will 
appear. This is 
normal – do not 

close it. 

The sample 
folder structure 

will be created in 
the same location 
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Place your work 
in the appropriate

folders and burn the DVD(s)
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Select the number 
of DVDs used
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Select the 
candidates on the 

DVD

Allocate them to a 
DVD

You will only 
need to complete

this step if you have used
More than one DVD
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Click “Print 
Report”
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