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1. Before the exam - Support guides:

Q: Do you have any resources to help me prepare for learners’ exams?

A: Yes. The Saras Centre User Guide should be read by examination officers prior to
scheduling Saras exams: Saras Centre User Guide . We also have step-by-step guides for all
major processes in the system. These guides, along with additional resources can be found on
our Saras webpage.

2. Before the exam - IT support and Software:

Q: Do | have to install any software to run the exam?

A: Yes, for all online exams, a LockDown Browser (LDB) will need to be installed on the
machines that the learners will be sitting exams on.

Click here for guidance on how to install the LDB - Windows

Click here to download the installation file for the LDB for Windows

Click here for guidance on how to install the LDB - MacOS

Click here to download the installation file for the LDB for Mac’s

Q: What do | need to do before | can use Saras for exams?
A: Before installing the lockdown browser, please ensure that:

e Devices meet the required system requirements specifications

e You review and ensure your system meets our Network Configuration Requirements and
Firewall or security settings allow the application to run correctly

e Users have the necessary permissions to install software
e Installation is completed ahead of any scheduled exam sessions

e You test the browser using the practice test on at least one device before live exam
delivery; this is strongly recommended.

Q: How can we use the lockdown browser if our exams are delivered through a virtual machine
environment such as Azure Virtual Desktop?

A: At present, virtual machines are not supported by Respondus. This is because virtual
environments can potentially enable users to bypass lockdown security measures, which may
compromise the integrity of examinations. Please note that this is not specific to a Saras
implementation but rather reflects the broader tightening of exam security in response to
evolving technology and Al.
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Q: Can learners use tablets or mobile phones to take their exams with Saras?

A: No. Mobile phones are not allowed in the exam rooms and tablet devices are not supported
for exam integrity and security. Learners must use laptops or desktop computers (either
running Windows/MacOS) with the secure LockDown Browser (LDB) software installed.

Q: Does the lockdown browser need to be installed to every individual device that is used to sit
an exam on?

A: Yes, every device intended to be used for examinations will need the LockDown Browser
installed. Our suppliers are currently working on a solution to enable a ‘silent installation’,
which will allow larger centres to ask their IT teams to deploy the software across multiple
computers simultaneously, rather than installing it individually on each device. Your IT
department may also have a method to install on multiple devices so it would be helpful to
consult with them if this is required.

Q: Can learners log into the Saras Test Player before the scheduled examination date?

A: Yes, learners can log into the exam platform and test their lockdown browser - logging in
will also help the learner familiarise themselves with their exam platform.

https://assessments.vtctskills.org.uk/TNA/testplayer

Please note - you must not issue their access codes for any scheduled exams until the
specific exam date/time, to ensure they do not access their exams until the specified date

Q: Is there a practice exam we can test the system on?

A: Yes. Please follow this link for guidance on taking a practice exam via a lockdown browser
and use this link for the practice test

Q: Can a learner use a headset instead of an integrated microphone during remote invigilation
(RI)?

A: No. For remote invigilation, learners must use an integrated microphone; headsets and
external microphones are not permitted. Microphones are required to capture sound
throughout the assessment, and integrated microphones provide a more consistent and
reliable record of the learner’s environment. External devices may limit or affect the quality of
audio capture, including background conversations or signs of unauthorised support. They may
also present a security risk, as additional software could potentially be installed on external
devices, which could breach assessment conditions or compromise assessment security.
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3. Before the exam — Examination Officer - Preparation:

Q: How can | log in to the Saras exam platform?

A: Examination officers should log in to the Saras exam platform using this link:
https://assessments-admin.vtctskills.org.uk/TNA/eassessment/#/login

Q: As an Examination’s Officer, how do | get my login details?

A: If you are a previous user of XAMS, and have logged into XAMS since January 2024, you can
log into Saras using your current log in details.

Q: What if | am not an XAMS user or/ | have not logged in since January 2024 or / my password
is not working?

A: New users and pre-January 2024 XAMS users will need to request a Saras log in using the

standard login request process (see answer below). Saras also enforces a stronger password

requirement than XAMs which has prevented the import of some passwords into the system.

In the event your password could not be migrated, a new password will be issued to you. This
can be changed, if required, once you log in to the system.

Q: How can | or a new staff member get a Saras login?

A: If a user is not in the system, permissions must be granted via the user’s centre and the
applicable login authorisation form will need to be completed. These forms are located in the
Document Library of the centre portal.

4.Before the exam - Scheduling learners:

Q: How do | navigate the Saras Administrator dashboard?

A: Follow the guidance here on Saras Administrator dashboard

Q: How do | schedule a learner’s exam? Can exams be scheduled for a group of learners for
multiple exams in one go?

A: Yes, by using the batch feature within Saras, you can schedule a cohort of learners against a
unit. Follow the guidance here on Schedule an exam

Q: How do | add learners to an existing schedule? Can we change bookings once they are
made?

A: It is possible to amend a schedule, either to add or remove learners or adjust times as
required. Follow the guidance here on add learners to an existing schedule

Q: How do | remove learners from an existing schedule?
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A: Follow the guidance here on removing learners from an existing schedule

Q: How do | view all exam schedules?

A: Follow the guidance on viewing all exam schedules

Q: How far in advance can | schedule my learner(s) exam?

A: Exams officers can schedule learner exams once they are registered, however you are
scheduling for 1 specific day. If the learner is absent or does not sit the exam, another
schedule will be required.

Q: When will my learner’s exam schedule expire?

A: Exams are scheduled for a specific date, and at 23.59 on the exam date the schedule will
expire and if the learner is absent or does not sit the exam, another schedule will need to be
created.

Q: My learner failed their exam, and | need to schedule a resit exam, how do | do this?

A: Learners can be scheduled for their resits using the ‘Schedule an exam process.

5. Before the exam - Preparing for the Learners’ exam:

Q: How do learners log in to start the exam?

A: Learners log in to Saras via the learner login screen

Q: How do | access learner login details?

A: Their password is: VTCT Skills learner number then @Pwdyearofbirth
e.g.: 1234567@Pwd2000

Q: How do | download log in sheets?

A: Follow the guidance on downloading log in sheets

Q: Do attendance sheets and/or invigilation reports and seating plans have to be used and sent
to VTCT Skills?

A: Centres are required to use all invigilation documentation, complete the relevant sections,
and store and retain them securely. VTCT Skills may request these records as part of routine
Quality Assurance monitoring. You can access the invigilation report and seating plan here,
(this now includes the attendance register too): Invigilation report and seating plan
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Q: Do VTCT Skills provide any Invigilation guidance?
A: Yes, you can access the Instructions for Conducting Examinations here
Q: Will my learner’s access arrangements from XAMS be transferred automatically to Saras?

A: Yes, The VTCT Skills Assessment team will ensure all prior RA’s will be transferred across
from XAMS to Saras.

Q: What do | need to do if | have a new learner who requires extra time and/or supervised
rest breaks?

A: Prior to the exam, centres will need to submit a Reasonable Adjustment applicationl

Q: Are there audio options for reading questions and is it compatible with read write
software?

A: The system is compatible with JAWS and NVDA screen readers, which provide an audio
option for reading the questions. However, the system does not support any writing or
dictation software.

Q: Can | schedule learners for a paper-based exam and do centres need to schedule them
through Saras?

A: Yes, both are correct. From a customer perspective, there will be very little functional
change; however, all activity will now be managed through Saras.

Q: How do | download scheduled paper exams?

A: Follow the guidance on downloading paper exams

Q: Is there a facility or option for remote invigilation within Saras? Can remote invigilation
still take place as the learner will be on their own device?

A: Yes. Remote invigilation options are available with Saras. Information on options will be
shared with centres in due course. Please contact sarasenquiries@vtctskills.org.uk for any
immediate enquiries.
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6. During the exam:

Q: How do learners sit the exam?

1. To ensure the device that the exam will be sat on is fully compatible, it is essential that
the device meets the system requirements for Saras. Saras includes a built-in system
check to help centres easily confirm device compatibility.

On the learner login screen there is a 'Run System Check' button located beneath the'
Login' button.

Saras Test Player — Learner Login

User name

Password

Please note : The format of your password is
LEARNERNUMBER @PWIYEAROFBIRTH for example 0000001@Pwdi989

Run System Check Test your Camera

¥
(=)
o

/| e
| )
\ &=/

2. Selecting this will launch an automated system check, verifying that the browser,
browser version, operating system and internet speed meet Saras requirements.

Here is your current system configuration

Internet Speed : click on start to check the
system bandwidth.

Browser & Version : Chrome 146
Operating System : Windows 1l
Cookies :  Enabled

Check Lockdown Browser B4
Lockdown Browser :

Click here to verify LDB instaliation
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3. Clicking the 'Check Lockdown Browser' (LDB) button will complete the final stage,
confirming whether the lockdown browser is installed correctly. A tick or cross will
appear beside each item to indicate whether the check was successful.

Browser & Version : Chrome 146
Operating System : Windows 1l
Cookies :  Enabled

Lockdown Browser - Check Lockdown Browser

4. When learners log in to Saras using their learner number and password, they will be
taken directly to the exam dashboard. From here, learners can use the drop-down menu
to select the units for which they have scheduled exams. They can also toggle between
Active, Upcoming, Completed, Expired, or All exams. Once the correct exam has been
located, the learner should click Start Test.

< Lk

Program/subject:  UIP3-Infection prevenvl Upcoming () Completed (' Expired ) All

Not attempted
UIP3-Infection prevention (COVID-19) for make-...

No. of questions: | 24
Duration :00:30:00
Statdateandtime 1 25-06-2026 15:40:00

End date and time +25-06-2026 23:59:00

| Start Test |

5. Before the exam launches, a system configuration check will run to ensure the device is
compatible with the Saras platform. When the system check is complete, click Continue.

Here is your current system configuration x
Internet Spaed : click on start to check the system
bandwidth.

Browser & Version : Microsoft Edge 149

Operating System H Windows 11 y B
Cookies : Enabled

Lockdown Browser : Installed ((C\-’)penSpeedTeSf’
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6. The exam will then launch with on-screen instructions. It is important that learners read
these carefully, as they include key information and guidance on navigating the exam.
After reviewing the instructions, the learner must agree to the declarations and enter
their access code to begin. Access codes can be found in the Saras Manage Schedule
screen and are also included on the downloadable login sheets. Once ready the learner
selects Start.

Instructions

l A\ Read Instructions before you start the test

Navigational instructions

Select/Write the best answer for each item. Then click ‘Next' button to move to the next item

Click on ‘Back’button to move to the previous item

You can Bookmark any number of items by selecting the item and click on ‘Bookmark’ button, vice versa you can remove the Bookmark
You can change your response for any item at any time before submitting the test by marking on the new response

After completion of your test, Click ‘Submit Test button to submit the test

Your Test Summary will be displayed once you have submitted the test

Do not close any window directly when you are taking test

Keep watch on the clock on the top right corner of the exam window for time remaining.

You can submit the test on completing the test. However,if the test time is elapsed, the system will automatically submit your test

Click ‘Start’ button to take Test

" | confirm that my name is Ellen Ripley and my logon ID is Ellen
| I'have read and understood these instructions (please tick to continue)

" 1 confirm that my date of birth is: 08/04/1994

Please enter AccessCode: ‘

Q: How do | assist a learner who is receiving a message that says they are already logged in?

A: It is possible that if a learner is considered to already be logged in to the Test Player they
may receive a message indicating they need to wait 3 hours before logging in again. This is
the standard procedure to avoid multiple users logging in with the same credentials, and
can be caused by a learner not incorrectly logging out or using multiple windows.

However, it is possible for an exam officer or administrator to override this. This is known as
clearing a login.

Follow the guidance on Clearing learner logins

Q: What happens if or when the internet connection is lost during a learner’s exam?

A: Learners can continue to answer their exam questions and complete their exam. At the
end of the exam the learner’s exam will need to be submitted by the Exams Officer.

Follow the guidance on uploading exams submitted without an internet connection
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7. After the exam:

Q: How do | get my learner’s exam results?

A: Follow the guidance on View all exam results

8. Useful links:

Click on the Saras exam platform support website
https://www.vtctskills.org.uk/centres/current-centres/saras/

for:

e The Saras Guidebook

e System Requirements

e Saras Local Network and Device Configuration
e Frequently asked questions

e The following Step-by-step guides:

Installing the lockdown browser — MacOS: https://app.tango.us/app/workflow/Installing-
Lockdown-Browser---Mac0S-54228c09e59046¢c78e9edc8986d5431f

Installing the lockdown browser — Windows: https://app.tango.us/app/workflow/Installing-
Lockdown-Browser---Windows-68f09aef4b564abeb49e719652348875

Taking a practice exam using the lockdown browser:
https://app.tango.us/app/workflow/Taking-a-practice-exam-via-Lockdown-Browser-
c323e4a3e54f4125b957dcf87a6¢c3de8

Navigating the Saras administration dashboard: https://app.tango.us/app/workflow/Navigating-
the-Saras-dashboard-46ebf9c60886448697726408459234e5

Schedule an exam: https://app.tango.us/app/workflow/Scheduling-an-exam-
5fb3ca59b8d445f9bb800f3483bac477

View all exam schedules: https://app.tango.us/app/workflow/Viewing-all-exam-schedules-
538ea2f555864a8da58baf4dc71ec34c

Add learners to an existing schedule: https://app.tango.us/app/workflow/Adding-learners-to-
an-existing-schedule-ec2a0028ef3446f497264d19cbdi1c7e9

Remove learners to an existing schedule: https://app.tango.us/app/workflow/Removing-
learners-from-an-existing-schedule-76b5b627f5f84af5b4c56de35e02659b

Download login sheets: https://app.tango.us/app/workflow/Downloading-login-sheets-
c320eb966chbed1ee9e22661b738730dd
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Download paper exams: https://app.tango.us/app/workflow/Downloading-paper-exams-
5fdc44eaOb0d4e5da2e841b9041daf28

Clear learner logins: https://app.tango.us/app/workflow/Clearing-learner-logins-
fad79fe2d2f140a68d6353497f278092

Upload exams submitted without an internet connection:
https://app.tango.us/app/workflow/Uploading-exams-that-were-submitted-without-internet-
connection-b031b433497948da9d5b34e81abc6fac

View all exam reports: https://app.tango.us/app/workflow/Viewing-all-exam-results-
8ff13bdb70244c63bd0ae16e6f8494d1
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