
 

 

Quick Reference Guide 

Finalise a Test Session 
 

Each session should be finalised after the class has completed the Competition, or at the end of each day. This will 

allow us to generate results. 

 

How to… Steps Screenshots 
Finalise a Test 
Session 

Go into test session if not 
there already. 
 
4. Select Finalise session. 
 
Check all test attempts 
have been submitted 
before Finalising Session. 
(See page 2 for 
unsubmitted attempts) 
 
 
 
 
 
 
2. Select Yes. 
 
 
 
 
 
 
 
3. Enter the Details 
(optional). 
 
4. Select Confirm. 
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Quick Reference Guide 
How to… Steps Screenshots 
Submit on behalf 
of student 

A session cannot be 
finalised if there are still 
open tests. 

 
 

1. Within the test 
session, check the tabs 
for Not Started, 
Started and Paused 
attempts. For any that 
have a number other 
than 0, follow the 
steps below.  

 
 
 
 
 
 
 
2. E.g. click on the tab 

Started. 
 

3. Click the box next to 
the Student heading. 

 
 
 
 
 
4. Click on the Submit 

candidate button.   
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