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Please select below the Standardisation method of your paper to see the associated 
flow charts: 



Supervisor Activity Overview – OLS Papers

Standardisation Marking

Ed
ex

ce
l
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rv
is

or

Markers start 
Live Marking

Can
response be 

scored?

All Familiarisation 
Marking reset before 

Standardisation 
Activity begins

Final Mark Scheme 
issued after Pre-
standardisation 

completed

Submit 
score

No

Yes

Send a 
message to 
my team 

member(s)

Click End Task to 
Exit

Propose Validity/
Practice/Qualification 

items using 
Commissioning 
Frontreading

Pre-
standardisation 

event

Commission 
Validity items

Examiners go 
through Online 
Standardisation 

(Practice/
Qualification sets 

marking)

Add Annotation 
using 

Commissioning 
Frontreading

View items 
sent to 
Review

Send to Pull

Access Pulled 
Paper Scoring

Backread/
Monitor my 

teams’marking

Send Message 
from 

Backreading

Note: OLS stands for Online Standardisation

Click here 
to see 

Process

Login to ePen

Click here 
to see 

Process

Click here 
to see 

Process

Click here 
to see 

Process

Click here 
to see 

Process

Click here 
to see 

Process

Click here 
to see 

Process

Click here 
to see 

Process

Practice 
items 
only

View 
Reports

Click here 
to see 

Process

Click here 
to see 

Process
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How do I send a message ?
Su

pe
rv

is
or

Click End Task
to Exit

Click here to go 
back to the 
Overview 
Process

From “Available 
Tasks”, select the 
item you want to 
message about/

from

Click the Send To
button

Click Select a Group: 
Selecting Team will enable 
you to message any of the  
members of your direct 
team or an individual.

Select Messaging 
from ‘Available 

Tasks’

Note: The messaging system in ePEN is item related. 

Either click
Add All or an 

individual listed 
then click Add

Click the 
Compose button

How do I ensure a marker/team read a message before they can continue to 
mark a particular item?
To do this you must ensure that the item is selected from the list on the 
Welcome Page before you send the message to either an individual or team.

In messaging, why can I only see some members of the team in the available 
list?
You will only see the members of your team who are active on the selected 
item in the Welcome Page.

Write your 
message in the 

blank box
Click Send
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How do I propose Practice/Qualification/Validity items to use for Online Standardisation?
Su

pe
rv

is
or

Click here to go 
back to the 
Overview 
process

No

Yes

Next item will appear
Click

Search

Click on 
Escalate

Select
Commissioning 

Frontreading from 
‘Available Tasks’

Award possible 
score using the 

marking grid and 
click on Escalate

Confirm decision 
to Escalate

Select Validity, 
Practice or 

Qualification  from 
the QC Pool Type 
drop down menu

Is the
Response

Suitable for use as a
Validity, Practice 
 or Qualification

 item?

Click on QC 
Nominations or QC 

Pools to remain in the 
Commissioning 

Frontreading screen 

Select item in 
Search 

Escalatable 
Responses

Click on Skip 
(next item will 

appear)
Resize image 

to suit

Click 
Close Viewer

to Exit

You can add annotation at this 
point in the process by clicking 
on the radio button next to the 
Annotation Text and enter the 
annotation  before clicking on 

the Escalate button.
Practice 

items Only
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How do I commission Validity items?
Su

pe
rv

is
or

Click here to go 
back to the 
Overview 
process

No

YES

YES

NO

Note: The system 
will not prompt you 
to submit score

Click Search

Select item in 
Current Item

Click on DOC ID 
from the list 

displayed

Is the 
item suitable as a 
Validity response?

Click on the 
           icon next 
to the Proposed

folder icon

Select
Commissioning 

Frontreading from 
‘Available Tasks’

Select QC Pool 
Type as 

‘Validity’

Click on QC 
Pools

Click 
Commission 

Is
True Score 
Correct?

Select Deleted 
from options in 
pop up window 

Item will 
appear in 
window 

Set commission 
state to 

Proposed

Click on the 
           icon next 

to the Validity Set 
folder icon

Click on the 
           icon in 

QC Pools 

Click 
Commission 

Enter correct 
True Score in 
marking grid

Click Submit 
Score to 

update mark

Select 
Approved from 
options in pop 

up window 

Click 
Close Viewer

to exit
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Online Standardisation Overview
Ed

ex
ce

l
M

ar
ke

r

Select
View View student 

responses from 
“Available Tasks”

No

Yes

Complete 
Practice 
scoring

Contact Supervisor 
before attempting 
Qualification set

Completed 
Qualification set 

successfully

Access Mark 
Student 

Response and 
Live Marking

Complete 
Familiarisation 

Marking

All 
Familiarisation 
Marking reset

Final Mark Scheme 
issued and

available after 
Pre-standardisation 

Contact Team 
Leader/QDAM

Complete 
Qualification 

Scoring

Click here to go 
back to the 
Overview 
process

Company Confidential
Issue date: 19 October 2009 Prepared by Online Assessment



How do I add annotation on Proposed Practice items /
How do I check True Scores on Proposed Practice and Qualifications items ?

Su
pe

rv
is

or

Click here to go 
back to the 
Overview 
process

You can sort the item lists by clicking on the 
column headings e.g QC Pool will sort by 
Practice/Qualification /Validity types 
(ascending/descending)

NO

NO

Yes

Yes

NO

Yes, and you wish
to see the next item

Select 
Commissioning 

Frontreading from 
the available tasks

Click on the 
document ID of the 
item you wish to 

view

Is the
True Score 
Correct?

Click on 
‘Update 

Classification’

Select item from 
the drop down 

menu in Search QC 
Nominations

The selected response is 
then displayed along 

with the True Score and 
any existing annotation

Change score 
and click on 

Submit Score

Is there
annotation

and is it correct? 
(Practice items

 only)

Click OK

Click ‘Update 
Classification’

Select 
‘Annotation 

Text’ using the 
radio button

Click Search

Results of search 
appear in the QC 
Nominations area

Type in the 
space  available 
or amend any 

existing 
annotation

‘Select ALL’ for QC 
Pool Type

‘Select ALL’ for 
Classification

Select Poor 
Example

Click on 
‘Update 

Annotation’

Is the
 item suitable 

for use?

Click 
Close Viewer

to exit

Click on the document
ID of the next item you 

wish to view or click 
close viewer to return to 

the Welcome Page
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How do I backread / monitor my teams’marking ?
Su

pe
rv

is
or

YES

NO

Next available response is displayed

The facility to search by 
date does not exist in 
this version of ePEN.

Select a team 
member from 

the scorer drop 
down menu

Click on the 
Marker Tab to 
populate the 
marking grid

Select
Backreading 

from ‘Available 
Tasks’

Select number 
of responses 

required

Ensure drop down list 
from Previously 
Backread = no

Select your Sort: either 
by Document ID or 

Latest Scored

Click on 
Backread

Click on Submit 
Score

View 
candidate’s 

response

Click on Select 
All or select 
individual 
documents 

Amend the 
scores in the 

Marking grid as 
necessary

Note: The search facility for Backreading 
is no longer date driven

Examiner’s 
marks correct?

Click on the 
Marker Tab to 
populate the 
marking grid

Click on Query
Select an item 
from the drop 
down menu

Click 
Close viewer

to exit

Note: If the response is suitable for use 
as a Validity/Practice/Qualification 

item it can be proposed by clicking on 
the ‘Escalate’ button and then 

following the ‘proposing’ instructions.
However, you must do this before 

submitting a score.

Click here to go 
back to the 
Overview 
process
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How do I send a message with an image attached from Backreading ?
Su

pe
rv

is
or

YES

NO

Next available response is displayed

The facility to search by 
date does not exist in 
this version of ePEN.

Note: If the response is suitable for use as a 
Validity/Practice/Qualification item it can 
be proposed by clicking on the ‘Escalate’ 
button and then following the ‘proposing’ 
instructions.
However, you must do this before 
submitting a score.

Click on the 
Marker Tab to 
populate the 
marking grid

Select individual 
from list and 

click add

Examiner’s 
marks correct?

Click on 
Backread

Select a team 
member from 

the scorer drop 
down menu

Click on the 
Marker Tab to 
populate the 
marking grid

Select an item 
from the drop 
down menu

Select a category 
eg examiner

Click on Submit 
Score

Click on Select 
All or select 
individual 
documents 

Write message in 
area and click 
select group

Click send mail

Click send mail

Select
Backreading 

from ‘Available 
Tasks’

Click on Query

Amend the 
scores in the 

Marking grid as 
necessary

View 
candidate’s 

response

Select number 
of responses 

required

Ensure drop down list 
from Previously 
Backread = no

Select your Sort: either 
by Document ID or 

Latest Scored

Click 
End Task
to exit

Click here to go 
back to the 
Overview 
process
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How do I view items sent to Review ?
Su

pe
rv

is
or

Click here to go 
back to the 
Overview 
process

YES

Candidates response illegible/
outside scanned area etc..

NO

Or

Choose one or all of the 
following options for your 

search criteria.

Next item is 
displayed

Select item
from ‘Available 

Items’

Complete 
marking grid 

and click 
Submit Score

Click on Pull

View candidates 
response and 
message from 

marker 

Select scorer 
from the drop 
down menu

Select by 
category

Click Select All 
or select 

specific doc IDs

Click Query to 
generate search 

results

Note: The Submit and Retain button 
and Release button are only applicable 

to General items and not those 
categorised as Expert (Type 1) or 

Graduate (Type 2).

Able to award/
submit marks?

Select team 
from the drop 
down menu

Select Review 
from ‘Available 

Tasks’

Click Review

Select search 
criteria

 to be used?

Confirm 
decision to Pull

Use the drop 
down menu in 
Item to select 

an item

Click 
Close viewer

to exit

Or
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How do I mark items in Pulled Paper Scoring ?
Su

pe
rv

is
or

Click here to go 
back to the 
Overview 
process

YES

NO

The Doc ID e.g 
0168000506424

E.g the candidate 
response is not legible 

You are 
returned

to the Score
Pulled

 Papers search
screen

Make a note of the Doc ID and 
email: 
online.unmarkables@edexcel.or
g.uk 

stating whether you require a 
print  out of the script or 
original copy 

Close Document 
Viewer

Select Pulled 
Paper Scoring 
from ‘Available 

Tasks’

Change item in 
drop down list if 

necessary

Click End Task to 
Exit or select next 

Doc ID

The results of 
the search is 

shown as a list of 
documents

Click on Submit 
Score

Click on Query

The default 
settings should 
be sufficient for 

the search

Click OK to the 
pop up message

Click on Score 
Pulled Papers

Can
marks be 
awarded?

Click the ‘View’ 
button to see the 

entire script 
including the 
selected item

Click on the ePEN 
window or use Alt  

and Tab key to toggle 
to ePEN page (mark 

pulled papers screen)

Award marks 
using marking 

grid

Select an item 
from  ‘Available 

Items’

Select a response/
document by clicking 
in the radio button. 
Note you can only 

select one document 
at a time.
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How do I view Reports?
Su

pe
rv

is
or

No

Yes

Click on 
“Generate 
Report”

Select one or 
many of the 

available option

Click on the 
Reports tab

Click End Task to 
Exit

Select a report 
from the 

dropdown menu

Select
View Progress

from “Available 
Tasks”

Select a Paper 
from the 

dropdown menu

The Reports available are:

- Marking Reports:
• Marker Statistics Summary
• Marker Differences
• Reviews Pulls and Adjudications
• Validity Calculator
• Validity Item Monitor

- OLS Reports
• Cumulative Qualification Report
• Practice Calculator
• Qualification Calculator
• QC Practice
• QC Qualification
• Qualification summary by item

Is
your search 

specific?

The available option (depending on 
the report you have selected) are:
- Item
- Item Type
- Marker
- Team leader
- Role
- Role Type

Report will 
appear after 
few seconds

Do you
wish to save the 
report on your 

computer?

No

Click on
Export 

Select a format 
form the 

dropdown menu

A pop-up 
window will 

appear, select 
“save”

Yes

Click here to go 
back to the 
Overview 
process
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Supervisor Activity Overview – Non OLS

Standardisation Marking

Ed
ex

ce
l

Su
pe

rv
is

or

Markers Start
Live Marking

Can
response be 

scored?

All 
Familiarisation 
Marking reset

Final Mark 
Scheme issued

Submit 
score

No

Yes

Send a 
message to 
my team 

member(s)

Click End Task to 
Exit

Select items for Pre-
standardisation/
Standardisation 

meeting

Propose Validity 
items using 

Commissioning 
Frontreading

Pre-
standardisation/
Standardisation 
meeting event

Commission 
Validity items

Backread 
Markers’first 

sample on each 
item

View items 
sent to 
Review

Sent to Pull

Access Pulled 
Paper Scoring

Backread/
Monitor my 

teams’marking

Send Message 
from 

Backreading

Note: OLS stands for Online Standardisation

Click here 
to see 

Process

Login to ePen

Click here 
to see 

Process

Click here 
to see 

Process

Click here 
to see 

Process

Click here 
to see 

Process

Click here 
to see 

Process

Click here 
to see 

Process

Give feedback to 
markers on their 

first sample

View 
Reports

Click here 
to see 

ProcessClick here 
to see 

Process

Click here 
to see 

Process
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How do I send a message ?
Su

pe
rv

is
or

Click End Task
to Exit

Click here to go 
back to the 
Overview 
Process

Click the Send To
button

Click Select a Group: 
Selecting Team will enable 
you to message any of the  
members of your direct 
team or an individual.

Select Messaging 
from ‘Available 

Tasks’

Note: The messaging system in ePEN is item related. 

Either click
Add All or an 

individual listed 
then click Add

Click the 
Compose button

How do I ensure a marker/team read a message before they can continue to 
mark a particular item?
To do this you must ensure that the item is selected from the list on the 
Welcome Page before you send the message to either an individual or team.

In messaging, why can I only see some members of the team in the available 
list?
You will only see the members of your team who are active on the selected 
item in the Welcome Page.

Write your 
message in the 

blank box
Click Send

From “Available 
Tasks”, select the 
item you want to 
message about/

from
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How do I select items for pre-standardisation / standardisation ? (non online standardised papers)
Su

pe
rv

is
or

Add comment
eg ‘S’ for 

standardisation 
item

Resize the image 
to suit

Select item from 
‘Available Items’

Select the Sample 
option from the 
drop down menu 

Without awarding 
any marks click 

on
Send to Review

Select
Mark Student 

Responses from 
‘Available Tasks’

Confirm decision 
to send to review

Check the 
student response 
against the mark 

scheme

Click
Send to Review

Click 
Close Viewer

to Exit

Click here to go 
back to the 
Overview 
Process
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How do I propose Validity items?
Su

pe
rv

is
or

Click here to go 
back to the 
Overview 
process

No

Yes

Next item will appear
Click

Search

Click on 
Escalate

Select
Commissioning 

Frontreading from 
‘Available Tasks’

Award possible 
score using the 

marking grid and 
click on Escalate

Confirm decision 
to Escalate

Select Validity from 
the QC Pool Type 
drop down menu

Is the
Response

Suitable for use as a
Validity item?

Click on QC 
Nominations or QC 

Pools to remain in the 
Commissioning 

Frontreading screen 

Select item in 
Search 

Escalatable 
Responses

Click on Skip 
(next item will 

appear)
Resize image 

to suit

Click 
Close Viewer

to Exit
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How do I commission Validity items after Standardisation ?
Su

pe
rv

is
or

Click here to go 
back to the 
Overview 
process

No

YES

YES

NO

Note: The system 
will not prompt you 
to submit score

Click Search

Select item in 
Current Item

Click on DOC ID 
from the list 

displayed

Is the 
item suitable as a 
Validity response?

Click on the 
           icon next 
to the Proposed

folder icon

Select
Commissioning 

Frontreading from 
‘Available Tasks’

Select QC Pool 
Type as 

‘Validity’

Click on QC 
Pools

Click 
Commission 

Is
True Score 
Correct?

Select Deleted 
from options in 
pop up window 

Item will 
appear in 
window 

Set commission 
state to 

Proposed

Click on the 
           icon next 

to the Validity Set 
folder icon

Click on the 
           icon in 

QC Pools 

Click 
Commission 

Enter correct 
True Score in 
marking grid

Click Submit 
Score to 

update mark

Select 
Approved from 
options in pop 

up window 

Click 
Close Viewer

to exit
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How do I backread / monitor my teams’marking ?
Su

pe
rv

is
or

YES

NO

Next available response is displayed

The facility to search by 
date does not exist in 
this version of ePEN.

Select a team 
member from 

the scorer drop 
down menu

Click on the 
Marker Tab to 
populate the 
marking grid

Select
Backreading 

from ‘Available 
Tasks’

Select number 
of responses 

required

Ensure drop down list 
from Previously 
Backread = no

Select your Sort: either 
by Document ID or 

Latest Scored

Click on 
Backread

Click on Submit 
Score

View 
candidate’s 

response

Click on Select 
All or select 
individual 
documents 

Amend the 
scores in the 

Marking grid as 
necessary

Note: The search facility for Backreading 
is no longer date driven

Examiner’s 
marks correct?

Click on the 
Marker Tab to 
populate the 
marking grid

Click on Query
Select an item 
from the drop 
down menu

Click 
Close viewer

to exit

Note: If the response is suitable for use 
as a Validity/Practice/Qualification 

item it can be proposed by clicking on 
the ‘Escalate’ button and then 

following the ‘proposing’ instructions.
However, you must do this before 

submitting a score.

Click here to go 
back to the 
Overview 
process

Click here to go 
back to the 
Overview 
process
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How do I send a message with an image attached from Backreading ?
Su

pe
rv

is
or

YES

NO

Next available response is displayed

The facility to search by 
date does not exist in 
this version of ePEN.

Note: If the response is suitable for use as a 
Validity/Practice/Qualification item it can 
be proposed by clicking on the ‘Escalate’ 
button and then following the ‘proposing’ 
instructions.
However, you must do this before 
submitting a score.

Click on the 
Marker Tab to 
populate the 
marking grid

Select individual 
from list and 

click add

Examiner’s 
marks correct?

Click on 
Backread

Select a team 
member from 

the scorer drop 
down menu

Click on the 
Marker Tab to 
populate the 
marking grid

Select an item 
from the drop 
down menu

Select a category 
eg examiner

Click on Submit 
Score

Click on Select 
All or select 
individual 
documents 

Write message in 
area and click 
select group

Click send mail

Click send mail

Select
Backreading 

from ‘Available 
Tasks’

Click on Query

Amend the 
scores in the 

Marking grid as 
necessary

View 
candidate’s 

response

Select number 
of responses 

required

Ensure drop down list 
from Previously 
Backread = no

Select your Sort: either 
by Document ID or 

Latest Scored

Click 
End Task
to exit

Click here to go 
back to the 
Overview 
process
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How do I view items sent to Review ?
Su

pe
rv

is
or

Click here to go 
back to the 
Overview 
process

YES

Candidates response illegible/
outside scanned area etc..

NO

Or

Choose one or all of the 
following options for your 

search criteria.

Or

Select item
from ‘Available 

Items’

View candidates 
response and 
message from 

marker 

Click Review

Note: The Submit and Retain button 
and Release button are only applicable 

to General items and not those 
categorised as Expert (Type 1) or 

Graduate (Type 2).

Click Select All 
or select 

specific doc IDs

Confirm 
decision to Pull

Select team 
from the drop 
down menu

Select Review 
from ‘Available 

Tasks’

Select by 
category

Click Query to 
generate search 

results

Use the drop 
down menu in 
Item to select 

an item

Next item is 
displayed

Able to award/
submit marks?

Click on Pull

Click 
Close viewer

to exit

Complete 
marking grid 

and click 
Submit Score

Select search 
criteria

 to be used?

Select scorer 
from the drop 
down menu
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How do I mark items in Pulled Paper Scoring ?
Su

pe
rv

is
or

Click here to go 
back to the 
Overview 
process

YES

NO

The Doc ID e.g 
0168000506424

E.g the candidate 
response is not legible 

You are 
returned

to the Score
Pulled

 Papers search
screen

Make a note of the Doc ID and 
email: 
online.unmarkables@edexcel.or
g.uk 

stating whether you require a 
print  out of the script or 
original copy 

Close Document 
Viewer

Select Pulled 
Paper Scoring 
from ‘Available 

Tasks’

Change item in 
drop down list if 

necessary

Click End Task to 
Exit or select next 

Doc ID

The results of 
the search is 

shown as a list of 
documents

Click on Submit 
Score

Click on Query

The default 
settings should 
be sufficient for 

the search

Click OK to the 
pop up message

Click on Score 
Pulled Papers

Can
marks be 
awarded?

Click the ‘View’ 
button to see the 

entire script 
including the 
selected item

Click on the ePEN 
window or use Alt  

and Tab key to toggle 
to ePEN page (mark 

pulled papers screen)

Award marks 
using marking 

grid

Select an item 
from  ‘Available 

Items’

Select a response/
document by clicking 
in the radio button. 
Note you can only 

select one document 
at a time.
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How do I view Reports?
Su

pe
rv

is
or

No

Yes

No

Yes

A pop-up 
window will 

appear, select 
“save”

Select a report 
from the 

dropdown menu

Click on the 
Reports tab

Select a Paper 
from the 

dropdown menu

Is
your search 

specific?

Click on 
“Generate 
Report”

Select one or 
many of the 

available option

Select
View Progress

from “Available 
Tasks”

Report will 
appear after 
few seconds

Click on
Export 

Select a format 
form the 

dropdown menu

Do you
wish to save the 
report on your 

computer?

Click here to go 
back to the 
Overview 
process

Click End Task to 
Exit
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