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Adding Paper-based Assessment Results

On this page you will need to enter the details of the learner you are trying to 
find.

Enter the first name and last name 
of the learner you wish to find by 
filling out the fields.

Once you enter the information, 
select SEARCH button

From the Side menu select Administration > USERS > FIND USER
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You can open the learners profile by selecting their name or the VIEW USER 
button.

Select ‘Assessment’ Tile from their profile.

( If there is no assessment tile, click on results on the assessment you 
would like to see & follow instructions from page 12 )
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Select View on the subject you would like to add the results to.

Select the dropdown arrow for the ADD ATTEMPT
Select UPLOAD PAPER from the results shown.

A new window will appear, from here select the relevant Assessment type
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Fill out all relevant fields and dropdowns and select SAVE.




