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Brief Overview & Pre Results Day Tasks 
 
The examples and screenshots used in this guide are for illustration purposes only and may differ from your school. 
 
The purpose of this guide is to provide school examinations officers with the latest information regarding Exam Results 
Day, please take your time to read this document thoroughly. Even if you did not use the Bromcom MIS to create your 
initial entries, you will still be able to import results or add them manually.  
 
 
 
 
 

• Basedata: Ensure that you have reviewed all the relevant imported Basedata from the Awarding Organisations, 
including checking for any amended Basedata files which may have been produced by the Awarding Body. See 
How to Import/Refresh Basedata. When working with WJEC Basedata, please make sure the correct Basedata 
series has been used. The fifth character in the series name is the language indicator. For example, 6G25_40 will 
be the English School Basedata, 6G25B40 is the Welsh language Basedata. You will need to ensure this is correct 
before you can import your results.  
 

• Examination Entries: Respective examination entries can be created at the point of importing results files, but you 
should carry out further checks against examination entries prior to Exam Results Day. See How to Manage Exam 
Entries. 
 

• Submissions Files: Remember to check that all your submission files have been created and submitted to the 
boards for any last-minute changes such as tier changes. See How to Manage Exam Entries/Submit Entry Files – 
Bromcom 
 

• Student Portal: If you are using the Student Portal to publish examination results. See How to Configure Exams for 
the Student Portal  

 

• For further guidance and links to book Live Webinars on Exams Results Day see here 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

IMPORTANT: The Department for Education requires that access to all Exam Results is limited to specific staff 
within schools until the official results publication days arrive, see  JCQ Results and Certification. 
 

https://docs.bromcom.com/knowledge-base/how-to-import-refresh-basedata/
https://docs.bromcom.com/knowledge-base/how-to-manage-exam-entries/
https://docs.bromcom.com/knowledge-base/how-to-manage-exam-entries/
https://docs.bromcom.com/knowledge-base/how-to-manage-exam-entries/
https://docs.bromcom.com/knowledge-base/how-to-manage-exam-entries/
https://docs.bromcom.com/knowledge-base/how-to-set-up-exam-settings/
https://docs.bromcom.com/knowledge-base/how-to-set-up-exam-settings/
https://docs.bromcom.com/knowledge-base/exam-results-day-guidance/
https://www.jcq.org.uk/exams-office/results-and-certification
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Exams Results Analysis Embargo 
 
Exam Results Analysis can be performed in the Bromcom KS4 Dashboard, if you are using this analysis tool, please 
see the KS4 Performance Guide.   

 
If you are using the KS4 Dashboard, please ensure you have set the required Results Embargo for your 2025 Exam 
Results Data Set. To do this go to Modules > Analysis > Headline Figures Datasets.  
 

 
 
Select your Exam Results 2025 Data Set, in the example below the Data Set is named Exams Results 2025 (your Data 
Set may be named something different) and click Edit.  
 

 
 

https://docs.bromcom.com/knowledge-base/setting-up-and-using-the-ks4-performance-dashboard/?search=ks4
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Tick Embargoed and Click Save 
 

 
When a Data Set is Embargoed, it is only available for users with ‘View Embargoed Results’ Permissions. See Results 
Embargo in the next section in this guide. 

 

Results Embargo 
 
Please Note: Any Exam Results in a Season which has an Embargo in place will be unable to be reported on by 
unauthorised personnel; this will be the case until the Exam Results Embargo is removed.  
 
Make sure the season is embargoed BEFORE you import your results, to do this go to Config>Examination>Seasons.  
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From the Seasons page, click on the relevant Season and tick Results Embargoed. Click Save. 
 

 
 
 
 
 
 
 
 
 

 
 
 

To remove the Embargo just repeat the process but remove the tick from the Embargoed tick box. Click Save. 
 

Staff Viewing Exam Results 
 
You can define which staff can View Embargoed Results by going to Config > Setup >Roles and Permissions. 
 
Once you have chosen the Role from the Roles drop down click Edit, in the example below we have chosen a role 
called Exams Officer. 

 

IMPORTANT: Running Reports: Remember that the Embargo will only apply to the Results themselves and to 
take care if you run reports and upload to the DMS. Once the reports are created by a user with rights to see 
the Embargoed Results, anyone with access to that file can see the contents of the file and the results are no 
longer protected by the embargo.  
 
We advise that you do not create or store reports on the DMS - such as the Candidate Result Report - until the 
results are ready to be released to candidates 
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Then choose Examination from the Module drop down and from within Maintenance, you can see and select View 
Embargoed Results, which is ticked in the example below. 
 

 
Click Save 
 

Parents Viewing Exam Results in MyChildAtSchool 

 
Bromcom has the facility to share candidate's Exam Results with parents. 
 

• Please check your school's data consent policies in relation to sharing student exam results information with 
parents before performing this process.  
 

• If an Examination Season is Embargoed in the Exams Module, then the parents will not be able to see the exam 
results until you remove the embargo. This does not affect any Results Reports, only the Results page. 

 
 

IMPORTANT: Please check JCQ Publication of Results for regulations on sharing Exam 
Results 

 

https://www.jcq.org.uk/examination-system/publication-of-results/
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Go to Config > MyChildAtSchool > Exam. 

 
In the example below, we have ticked Enable Exam Results, as well as Result 1 and Board in the Exam Result Settings 
panel. In the Visible Exam Seasons panel, we have unticked Display All Seasons and selected the Summer 2025 Exam 
Season. 

 
Click Save. 
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A2C Preparation for Importing Results  
 
For further guidance on the integrated examination submission process see A2C Exchange Guide  
 

• As it is possible to have a different Status for different awarding organisations, it is important to check the Status 
of each awarding organisation via Config>Examination>A2C Centre Setup.  
 

• This may be because the school does not use certain awarding organisations, or some submissions have been 
made using the manual download process.  
 

• The A2C Exchange process will look to retrieve Results files for awarding organisations which are in a Ready status 
in the A2C Centre Setup page, regardless of how the initial submission was made. 
 

• In the example below, only results for Pearson can be retrieved through the A2C Exchange as it is the only one in 
a Ready state. However, an attempt has been made to connect both CCEA and WJEC/CBAC, so their state should 
be corrected if results are to be successfully retrieved using the A2C Exchange.  

 
 
Any awarding organisation with the Status as Not Available will be ignored and the manual results Upload process 
will be required. See Importing Exam Board Results Files in this guide. 
 
 
 
 
 
 
 

https://docs.bromcom.com/knowledge-base/a2c-exchange-guide/
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Importing Results using the A2C Exchange  
 
Importing through the A2C Exchange works through the same Import Results action in the Modules>Examination> 
Manage Results page. Where no Exam Boards are in a Ready state, selecting Import Results will open that page 
directly and the process will be entirely manual.  
 
However, selecting Import Results where at least one Exam Board is in a Ready state on the A2C Centre Setup page, 
will begin an additional process.  
 
Firstly, you may receive a message stating, Results files are not yet available. This could be because the Import Results 
process has been actioned before any Results have been released, or perhaps the wrong Season has been selected. It 
is most likely to occur though where the files are not yet available in the A2C Exchange and the following message will 
be displayed. 
 

 
 

Processing Results 
 
When selecting Import the system will display a message as it starts the check for Results files, which will summarise 
the Status of the awarding organisations based on Submissions and their A2C Status.  
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Once the check is complete, a second message returning the summary of Results retrieved will be displayed against 
each awarding organisation. 
 

 
Clicking OK will close the message and open the Import Results page, where the retrieved Results file will be 
displayed in the Import Results window. 
 
If all available awarding organisations are configured in the A2C Centre Setup page, no Upload button will be visible 
where all are in a Ready state. 
 
For Results to be imported, Basedata must have been imported for that season and the candidates must be included 

in that season. Candidates do not need to have been seated in Bromcom or have entries in Bromcom as this can be 

pulled from the Results file on import. 
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Importing Component Results Files. 
 
 Xml Component Results files prefixed with “a2c.” will form part of the EDI Results process and these will also be 
handled using the Importing Results routine. When selecting a file for Import, a note will appear indicating that 
‘Component Results will be imported with the selected file’ 
 

 
As the Components equate mostly to Exam Units, in Reports>Examination>Results Overview this report will include 
any Component Results. This also applies where there are Components as well as Exam Unit options, both of which 
will be displayed in the report.  
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Importing Basedata 
 
This an automatic process except for Pearson BTEC and CIE exam boards.  
 
For these two Exam Boards, prior to importing Results Files, use the Import/Refresh Basedata process to ensure you 
have both the latest version of Basedata and the correct Basedata for all entries you are expecting to receive.  

 
First you must download the required Basedata from the Exam Boards you are planning to use. We have compiled a 
list of the most common Exam Boards, please see below. 
 

Exam Board Website 

AQA http://www.aqa.org.uk 

CCEA http://www.ccea.org.uk 

Pearson qualifications.pearson.com 

NCFE https://www.ncfe.org.uk 

OCR http://www.ocr.org.uk 

WJEC / CBAC http://www.wjec.co.uk 

CIE http://www.cie.org.uk 

ICAA http://www.icaa.com 

 
Note: Download the Basedata as Zip Files but do not extract the files within.  
 
These will be automatically unzipped during the upload process – remember to tick the Show All Files button when 
importing a new series.  
 

 
 
For more information see How to Import Basedata 
 
 
 
 
 
 

http://www.aqa.org.uk/
http://www.ccea.org.uk/
http://www.ocr.org.uk/
http://www.wjec.co.uk/
http://www.cie.org.uk/
http://www.icaa.com/
https://docs.bromcom.com/knowledge-base/how-to-upload-basedata-and-results-files/
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Update Basedata 
 
Use this process to ensure you have the latest version of the Basedata. To do this go to Modules > Examination > 
Manage Basedata.  
 

 
Check you have the correct Season selected from the Season drop down, then from the Actions drop down, select 
the Import/Update Data. 
 

 
From the Files area click to select the Basedata file you wish to Update and select the Match Import for Series from 
the dropdown list.  

• If required, you can use the Board dropdown list to refine the list of available files. In the example below AQA 
has been chosen from the Board dropdown. 

• Check the final part of the File name as this is the version number, for example .X01 is version 1 of a file, .X02 is 
the second version. Where there are two files with different extensions, choose the file with the highest number. 
E.g., if you can see both O6B23_15.X01 and O6B23_15.X02, choose O6B23_15.X02 

• The Convert TEXT to Lower Case tick box will convert any BLOCK CAPITAL DATA found within the Basedata, into 
a lower-case format. This is ticked by default. 

• By default, the system automatically Shows only selected exam options and ticks all the Exam Options you have 
already imported. You can individually select /deselect any additional Exam Options you wish to update the 
Basedata for or use the top left tick to Select/Deselect All Options. 
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Once you are happy with your selections, click the bottom left Update button to Refresh the Basedata for the 
selected Exam Options. 

 

The Confirmation popup confirms that any changes you have made to the Local Name, Time & Date of the original 
exam component for the selected exams will be lost.  
 
This does not affect the time and date of COPY versions you have created to accommodate exam clashes.  

 
Click Proceed to complete the update. 
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Importing Exam Board Results Files 
 
If you are not using the A2C Integration, then before Importing Results Files into Bromcom, ensure you have first 
downloaded your Exam Board Results Files and saved locally to your PC. 
 
Once you have downloaded your Exam Board Results Files and saved them locally, go to Modules > Examination > 
Manage Results.  

Check you have the correct Season on the top right (in this example the season is called Summer 2025, your Season 
may have a different name. 
 
Then from the Actions drop down, select Import Results. 
 

 
 
To select your Exam Board Results Files from your PC, click Upload  
 

 
 
Then locate your Exam Board Results Files saved locally on your PC. You can select all your Exam Board Results Files 
at the same time for this process. 
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The uploaded ‘R’ Results Files will now appear in the Files window with the Files not yet imported radio button 
selected. 

 
Now select each of your Exam Board Results Files in the Files box one at a time and click the Import button. 

 
The system will check the EDI Results File against the corresponding Basedata Entries and then return a Summary of 
the Imported Data once the process is complete.  
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Dealing with Import Issues 
 
In cases of mismatching data, the Import Results page will provide you with a choice of options to follow and provide 
a description of the Problem for you to decide upon the course of action; simply select the appropriate outcome 
before proceeding.  
 
Below is an example screenshot of Import Issues.  
 

 
Problem: Exam Code not in Candidate entered Exams: this is when the Candidate is not entered for the Exam 
Code. In that example you would move the tick from Ignore Entry to Results File Entry Code. 
 

 
 
Problem: Exam Code not in Basedata; this is when the Exam Code is not in the Basedata for the Season. The 
Basedata needs to be updated, and the Exam Code selected. Then repeat the Import Results process. For 
information on updating Basedata see Updating Imported Basedata 
 

 
 

https://docs.bromcom.com/knowledge-base/how-to-import-refresh-basedata/#updating-imported-basedata
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Once the issues have been corrected, return to the Import Results page, and select the Previously Imported button, 
select the File, and Import again. 
 
If Exam Entries were not made on the MIS and are missing compared to the Results file, you will have the option to 
choose what to do with these results. This includes matching the entries in the results file, at which point the entries 
will be made in the system. You would not then expect to submit these entries. 
 

Add EDI Results manually 
 
Please Note: to use this method you must have created an Entry for the Candidate from within the Examination 
module. To add EDI Results manually, go to Modules > Examination > Manage Results. 

 
Ensure the correct Season is selected from the Season dropdown 
 
Select one or more Candidates by clicking on the names or use the top right Search Names.  
 
IMPORTANT: Results may only be added one Option at a time with the same Result and Mark for all selected 
Candidates. 
 
Then from the top left Add drop down select Results. 
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From the Exam Option Selector list find the Exam Option, using the left-hand filters, if required. Remember to click 
Find to refresh the list if you do add any left-hand filters. 
 
In the example below GCSE has been chosen in the Exam Level dropdown, click Find to refresh the Exam Options 
Selector List to show only GCSE Exam Options. 
 
Click on the required Exam Option, only one can be chosen at a time then click Done. 
 

 
You can now complete the Result Details, note you must enter the mark for the Result.  
 

• Add the Grade from the dropdown  

• Add the Mark in the box provided for marks.  

• If you know the Result should be discounted from Headline Figures, tick the Is Result Discounted tick box. 
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Click Save. 

 

Adding Non-EDI Exam Results 
 
Please Note: to use this method you DO NOT need an Entry for the Candidate from within the Examination module. 
Only qualification results, and not component results can be added as Non-EDI 
 
To add your Non-EDI Results, go to Modules>Examination>Manage Results. 

Ensure the correct Season is selected from the Season dropdown 
 

• Select one or more Candidates by clicking on the names or use the top right Search.  

• Results may only be added one qualification at a time with the same Result for all selected Candidates. 

• From the top left Add drop down, select Non-EDI Results. 
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This will open the Non-EDI Exam Results Input pop up 
 

• For Entry Type: Tip: it would be advisable to have the QN Number for the Qualification to hand and switch the 
radio button to via QN. This way, you can type the QN Number into the search window and the basic details of 
the Qualification will automatically appear in most of the respective fields. Often, a grade dropdown will activate 
for you to select the appropriate grade. 

• Using the via QN Option, start typing the QN (or awarding body name) and select the Qualification from the 
predicted list. 

• If you select Manual, then complete the Result fields as required noting all fields marked as * must be completed. 

• An Exam Level* is still required so if this remains <Not Selected>, add an appropriate Exam Level from the 
dropdown list.  

• Enter the Mark and Grade*, the Grade* must be completed. 

• Ensure that the Points* Field is populated (add zero if this is blank). If the award is included in official performance 
tables, the Points *field will also update automatically.  

• If you know the Result should be discounted from Headline Figures, tick the Is Result Discounted tick box.  
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When you are happy with the Exam Result click the Save button.  
 
 
 
 
 

Amending Results (EDI and Non-EDI) 
 
If you need to amend your Exam Results, for example following an Enquiry about a Result that has resulted in a Grade 
or Mark change, go to Modules > Examination >Manage Results.  
 

• If needed, you can select the relevant Season from the drop-down choices. 
 

• Then select the Candidate or Candidates whose Results you wish to Edit  
 

• Then on the View drop down select either Results or Non-EDI Results. 
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In the Results Details pop up click on the Exam Option and then click Edit  

Edit the Results Details as required. Then click Save. 
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In the Results Details page, use the Back and Next buttons to navigate through Candidates if more than one Candidate 
has been selected.  

 

Discounting Exam Results 
 
Bromcom enables you to Edit Discount (Subject Classification) Codes to ensure the correct data is used in 
performance output reports and statistics. 

 
Go to Modules > Examination > Discount Exam Results.  

The page will then populate with the active Season which can be changed if required using the Season drop down. 
 
All Candidates along with their Exam Details and Number of Results will be displayed, use the top right Search to 
locate Individual Candidates or use the Column Headers to sort the individual columns if required.  
 
Click on a single Student and click Edit to display their Entries then tick Discounted on the required Entry. 
 

 
Any changes made by the User will be highlighted in green and can be confirmed by clicking the top left Update 
button. Click Reset to System Discounts if required. 
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Exporting Results 

 
Use this process to export Exams Results into either an excel spreadsheet, csv format or as text. This process is often 
used to perform more analysis on the Exam Results in for example Excel. Go to Modules > Examinations > Manage 
Results. 
 

 
Check you have the correct Season and if needed change the Season from the dropdown. 
 
In the example, if you only want to view Year 11 Exam Results, click on the Year Group column filter, tick 11, and then 
click Filter. 

 
 
Then from the Selections drop down, choose Select All to highlight, for example, every student in Year 11. 
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From the Actions drop down, select Export Results. 

 
From the Export Results page, choose either Qualifications or Exam Option. Note: include Non-Edi Results is ticked 
by default. 
 

 
 
 
In the example below, Qualification has been selected, then click the blue find icon to open the Exam Qualification 
Selector list. 
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In the example below Exam Level has been set to GCSE, click Find to refresh the list to just show GCSEs. 
 
Note: more than one Exam Level can be selected by leaving the Exam Level drop down as not selected and then 
selecting all the individual required qualifications to export.  
 
Then either click to select the qualifications one by one or click the top right Select All and click Done to return to the 
Export Results page. 
 

Next, in Export Results 

• Choose to either show Row per Candidate or Row per Result. 

• Then choose to Sort by either Last Name or Candidate Number 

• Finally, choose the File Format as either Excel, CSV, or Text Format. 
 
Click Export to complete the process. 
 
This Export will include the marks where appropriate as well as the grade in the cell. 
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Reporting on Exam Results 
 
The following four ‘Reporting’ sections in this guide cover how to report on Exam Results including the following areas: 
 

• Results by Group/Grade Analysis 

• Results Overview 

• Candidate Results by Class 

• Results by Student 

To access these built in reports, go to Reports>Examinations>Results 
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Reporting: Results by Group/Grade Analysis 
 
This Exam Subject and Code report is available to view once your Candidate Results have been imported into the 
Bromcom MIS. This report will display all specified results in the style of a Grade Distribution table.  
 

• Start by checking you have the relevant Season from the Season dropdown.  

• For Exam Level, you can control and click to choose more than one Exam Level if required. 

• Next, decide on the Option Codes to be included, use the Option Code Find icon to locate the relevant Option 
Code(s) for your report. 

• Switch the radio button to the required Content Field; your selection from within this Field will determine the 
formatting and appearance of the report. 

• Select the Candidate Names whom you wish to report on by clicking the Find icon.  

• Finally, set the Display option for the report by selecting either Percentage or Count.  

• Once you have completed the criteria for each field, you can finalise the process and run the report by clicking the 
top left Preview button. 

 
Below are some examples of the Results by Group/Grade Analysis Report. 
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Reporting: Results Overview 
 
This table report by Candidate shows the Grades for the chosen Candidates and Exam Level.  
 

• Simply select the Season from the dropdown choices 

• For the Exam Level, you can hold control and click to select multiple Exam Levels. 

• Find the Candidates using the Candidate Name selector. 

• Choose to display Content as Grades, Marks, Points or Residuals 

• Order by Name, Candidate Number, Points Score or Tutor Group – if Tutor Group selected then *Page Break 
options available. 

• Coverage choose EITHER results to date or for this season only 

• *Page Break, select None or Tutor Group 

• Result Type, choose Certification or Unit 

• Finally tick if required to Include Non-EDI Exam results, Include only Exams Option Codes, Horizontal Header, 
and Include Subsidiary Students. 

 
Select Preview to view the report. 
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Below are some examples of the Results Overview Report. 
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Reporting: Candidate Results by Class 
 
This report will display all specified Grade and Unit Results for a Group or Class of Students.  
 

• Select the relevant Season from the drop-down choices 

• Then decide on the Option Codes to be included; use the Find tool to locate the relevant Option Code(s)  

• If you would like to report on all Candidates with Results for a particular Option or set of Option Codes, then 
simply check the tick box.  

• Group Name: use the Group Find tool to locate the Group of Students you want to report on. 

• Set the Date for the Base Class Memberships. 

• Order by - choose either Class Gp then Name, Name or Candidate Number 
 
Select Preview to see the report. 
 

 
 
Below is an example of the Candidate Results by Class Report. 
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Reporting: Results by Student 
 
Use this process to produce Individual Candidate Results reports i.e.one report per Candidate. 
 

• Select the Season or Date Range, find the Candidates using the Candidate Name selector  

• Tick/Untick the required fields for inclusion in the report. 

• Click Hide Header for Date, Tutor Group or Year Group 

• Order by Candidate Number, Name or Tutor Group then Name 

• Page Break, choose None or Candidate 
 
Select Preview to see the Report. 
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Below is an example of a Results by Student Report 
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Printing/Exporting/Sending the Results by Student Report to Candidates 

 
 

 
 
Use this process to produce Individual Statement of Results for each Candidate with the option to. 
 

• Print the Reports 

• Export Locally 

• Export to My Documents with functionality to Email the Reports to the Individual Students and/or Publish to 
Student Portal if required. 

 
Please see the previous section Reports: Results by Student in this guide to produce the Individual Statement of 
Results for each Candidate 
 

Print the Reports: Once you have previewed the reports, click the top Print Icon to Print Individual Reports. 

Export Locally: Once you have previewed the reports, click the Export Icon drop down to Export Locally, with the 

option to choose the format of the reports. This will download the individual reports and save them locally on your 
pc. 
 

         
 

IMPORTANT: For regulations on sharing Examination Results 
See  JCQ Publication of Results. 

https://www.jcq.org.uk/examination-system/publication-of-results/
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Export to My Documents 
 
This option has the functionality to Email the Individual Reports to the Students from the DMS and/or Publish to 
Student Portal if required. See also How to Send Documents from the DMS. 
 
 
 
 
 
 
 
 
Once you have previewed the reports, click the top Export button. 

 
Then choose the Format of the Report in the Format drop down. 

 

IMPORTANT: Please note that once run and uploaded to the DMS, these results will 
no longer come under the embargo – this process should be done after the results 

are available for release 

https://docs.bromcom.com/knowledge-base/how-to-send-documents-from-the-dms/
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Once you have chosen the Format for your reports ensure Multiple Documents is ticked – this will 
produce individual document files i.e., one report per student 

Once Multiple Documents is selected, the option to Publish to Student Portal will become available to tick.  

Click Done. 

Please wait while the reports are being prepared, this may take some time if a large number of students have been 
selected to report on. 

When the reports are ready, a red number will appear next to the notification bell on the top right of the screen. 

 

From the top right of the screen, click on your user profile menu/profile picture and select My Documents. 

IMPORTANT: ticking PUBLISH TO STUDENT PORTAL WILL IMMEDIATELY PUBLISH 
THE STATEMENT OF RESULTS TO ALL THE STUDENTS SELECTED 
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From the My Documents list, select the required document(s). Use the filter cups on each column header to filter if 
required.  

Important: Ensure the Focus column is populated with the student’s name; this ensures the reports contain only 
their data and it is linked to their student profile 
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Click to select the required reports and then from the Actions dropdown click Send Document 
 

 
From the Send Document pop up. 

• Complete the Recipient, this defaults to Contact change to Student 

• Enter the Subject of the Email. 

• Selected DMS Document(s): multiple documents with different numbers are visible in this example. 

• Complete the Message using the Dynamic Fields drop down to personalise the message if required 

• Choose the Notification Priority for the Student Email. 

• Finally click Recipients to view the Recipients.  
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Click Send to complete the process.  

To Edit or View a Students Email and its Priority you will need to go to the Individual Student Profile and hover next 
to the Student Contact Details from any page in the Student Profile, then click to Edit Student Contact Details. 
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This is the End of the Exam Results Day Guide 2025 


