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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.

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.

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
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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

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

MODULES

Administration

Analysis
Favourites
Assessment

& Attendance
Modules .
Behaviour

[ Census
-
Students
Communication
Cover
Curriculum
Diary
Groups Dinner
a Examination
Finance
MyChildAtSchool
Options
* Setup

M Student Portal

-]

Reports

= D
[ Assessment

(® Attendance

ull Behaviour

Clubs & Trips

WA Interventions

= PowerBIl Viewer
A Progress

& School On A Page
ul Student Breakdown

& Venn Viewer

ROUTINES

B Analysis Data Transfer
T Analysis Exports
2= Attainment Estimates

Discount Headline Figures
Results

=

Headline Figures Datasets

i= Headline Figures Grade Mapping

& Key Stage Cohort Definitions

Set may be named something different) and click Edit.

© New il Delete Show Only Enabled Datasets

Headline Figures Datasets

Key Stage

Before creating datasets, it is recommended that you review Headline Figures Cohorts, Attainment Estimates and Assessment Components Exclusion settings. A dataset can be
updated with the latest cohort by selecting Refresh.This process will overwrite existing data.To create a new version of a dataset using an existing dataset, use the Copy option.

KS4 Datasets v

Grid actions  Copy  Excel csv PDF Print
Name Cohort Assessment Type Term Estimates Enabled Last Updated SAER
Exam Results 2025 2024-25 Year 1 Exam Results N/A DfE Estimates 2024-25 Yes Not Refreshed -
Y1 2020 Autumn Grades 2020-21Year11 = Current GCSE Autumn DfE Fine Score Estimates 2020-21 Yes Not Refreshed
Year 10 2022 Target grades 2021-22 Year 10 GCSET. Summer es 2021-22 Yes
2023-24 Yesz
Year 10 2023 Autumn Grades 2> = ¢ cyrrent GCSE Autumn  DfE Scaled Scc Yes 30/05/2024 15:12:11
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https://docs.bromcom.com/knowledge-base/setting-up-and-using-the-ks4-performance-dashboard/?search=ks4

Tick Embargoed and Click Save

Edit Headline Figures Dataset - Exam Results 2024

Name*

Description

Cohort

Attainment Estimates

Focus

Enabled

Exam Results 2024

2023-24 Year 1

DfE Estimates 2023-24

Exam Results

When a dataset is embargoed, it

| Embargoed

"View embargoed results’

| o is only available for users with

permission.

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.

Reparts

Examination
Finance
MyChildAtSchool
Setup

Student Portal

Support

E A2C Centre Setup
@ Configurations
W Exam Boards

1% Exam Entry Codes
4 Exam Rooms

= Qualifications
Season Patterns
i Seasons

& Special Candidate Requirements

Student List
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From the Seasons page, click on the relevant Season and tick Results Embargoed. Click Save.

. Active Season: No Active Season

Seasons  €) Edit Season
Season Season Pattern Summer v Year 24-25 v
Summer 2025 - :
Title Summer 2025 Status Open v
November 2024
P — Start Date* 01/05/2025 B3 End Date* 31/07/2025 E3 ;3
°
o
All Year.2023 Results Embargoed ? o g

Summer 2023
Summer Mocks 2023

Mock Exams 2022

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

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.

© New W Delete m & Import | ® Audit Report

System Role Maintenance

Select a role to edit or delete. Use new button to add & new role

Roles Exams Officer »
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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.

Module Examination v Expand All | #*Collapse Al
i

Delete Save

»
I
8
8
@
a
z
H
m
a

4 Configurations

View Embargoed Results

Exam Entry Codes

Special Candidate Requirements

@@@l@@@@@@@

A2C Centre Setup

Click Save

Parents Viewing Exam Results in MyChildAtSchool

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

Results

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

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

e 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.
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https://www.jcq.org.uk/examination-system/publication-of-results/

Go to Config > MyChildAtSchool > Exam.

¢ Dinner

ot Assessment | On Report
#® Examination ’ g

+ Attendance & Online Payments
£ Finance ¥ Behaviour B Options
& Class List Parental Consents

T MycChildAtSchool Clubs [ Trips Settings %2 Parents Evening

9, Setup 8 Dinner Money B Product Categories

& Exam B Reports
M student Portal %y General Settings B School Page
& Homework 2 Student And Contact Details

(0] Support
& Notification Settings @® Timetable

Student List

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.

Exam Result Settings Exam Timetable Settings

Exam Results = o Exam Timetables

How has %StudentName% performed? [} = Exam dates for %StudentName o

Click Save.
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A2C Preparation for Importing Results

For further guidance on the integrated examination submission process see A2C Exchange Guide

e Asitis 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.

A2C Centre Setup

Grid actions Copy Excel CSv PDF Print

AQA AQA - Assessment and Qualifications Alliance

CCEA - Council for the Curriculum Examinations

CCEA

2 and Assessment

CIE CIE - University of Cambridge International
Examinations

OCR OCR - Oxford, Cambridge and RSA Examinations

PEARSON Pearson - BTEC and Edexcel

WJEC WJEC/CBAC

No

Yes

No

No

Yes

Not Available

Failed

Not Available

Not Available

Ready

Not Connected

e This may be because the school does not use certain awarding organisations, or some submissions have been

made using the manual download process.

e 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.

e Inthe 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.

I S | — —
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https://docs.bromcom.com/knowledge-base/a2c-exchange-guide/

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.

Action Needed

Result files are not available yet. Please contact the
awarding organisation

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.

Results Files Check in Progress

System is checking Awarding Organisations listed below
for any new results files available 1o retrieve. Please wait

CCEA [ Failed ]
PEARSON €€

WJEC Not Connected

O
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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.

Summary of A2C Results Files Check

3 results files are retnieved via AZC interface as listed helow
Please click 0K to complete the mporn process

CCEA [ 0
PEARSON ©
WJEC (0}

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’

Shasor Summer Exams v
St S by rpt Q) Mot yat impartes Préwiously imparted Filas

Files a2c. 1025010 EDIResults 31
R1234510.10

K

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.

L] Communication

& Cover LABELS

# Missing Data Report

# Qualification Progress

EI Curriculum # Candidate Labels
— I Diary # Component Labels RESULTS

%€ Dinner Candidate Results By Class

= s
Oﬁlers - L ORGANISATION Report
! Examination . vort _—
r rm
£ Fi # Candidate Timetables oup Ferformance Analysis
Inance o
Results by G Grade Anal
. : # Clash Control Report esults by Group/Grade Analysis
T MyChildAtSchool ) Results by Student
# Exam Registers

Results Overvi
R Setup # Exam Seating Plans esulis Dverview

O Support # Timetable bv Exam
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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.aga.org.uk
CCEA http://www.ccea.org.uk
Pearson qualifications.pearson.com
NCFE https://www.ncfe.org.uk
OCR http://www.ocr.org.uk

WIEC / 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.

Select 6G25_7 Basedata to Import

Season Summer 2025 v Board

Files 05(325:40_)(01 a Auto Select
i 06525_40.X01

Show All Files VIR 16.401 . )

Last Imported on 04/06/2025 11:02

o Show only selected exam options Show all available Exam Options

For more information see How to Import Basedata

w Only Valid uploaded base data files will show here

Match Import for Series 6G25_70 AQA Summer 2025 v Convert TEXT to Lower Case

<NOT SELECTED> v

Search:

3 ] _______ Ju
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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/

Update Basedata

Use this process to ensure you have the latest version of the Basedata. To do this go to Modules > Examination >
Manage Basedata.

& =, Attendance
Modules

¥ Filter @ v~  Behavi

¥ Behaviour

s & census Student Name
Students

D Communication

0 & cover ROUTINES

Staft -
3 curriculum

B Active Season

22 | ] Diary ¥ Discount Exam Results

G o
roups %€ Dinner i= Exam Sheets List

® Examination & Manage Base Data
]

Others X Manage Candidates

£ Finance
1 Manaae Entries

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

Season : Summer 2025 v m

- Import/Update Data
BaseData €)

Display local name

» I AQA
1 BTEC Entries
1l Edexcel GCSE
1 Mock Exams
1 OCR
i WJEC GCSE

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.

e 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.

e 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 06B23_15.X01 and O6B23_15.X02, choose O6B23_15.X02

o 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.

e 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.

Select 6G25_7 Basedata to Import x
Season Summer 2025 v Board AQA v
Files 06c2570x01 — JEEREE

Show All Files ‘:)

w Only Valid uploaded base data files will show here

Last Imported on 04/06/2025 11:02

Match Import for Series 6G25_70 AQA Summer 2025 v Convert TEXT to Lower Case
© show only selected exam options Show all available Exam Options Search:
Name 12 Exam Code Exam Name QCA Accred.
8236 Dance (GCSEFC Certification) 8236 Dance 60185491 -
8261 Drama (GCSEFC Certification) 8261 Drama 60185752
8271 Music (GCSEFC Certification) 8271 Music 60183615
8300F Mathematics Tier F (GCSEFC Certification) 8300F Mathematics Tier F 60146084

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.

Confirmation

Any changes to the time & date of the original component for
the selected exams will be lost, do you want to continue?

Cancel Proceed

Click Proceed to complete the update.

I S | — D
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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.

A
on
Modules

-
Students

2

Groups

=]

Others

Reports

=, Attendance

¥ Behaviour

@ census

D Communication
® cover

G Curriculum
I Diary

%2 Dinner

#® Examination

£ Finance

T MyChildAtSchool
Options
‘\ Setup

-—l Student Portal

¥ Filter @ ~  Be

Student Name

ROUTINES

B Active Season

"™ Discount Exam Results
1= Exam Sheets List

& Manage Base Data

X Manage Candidates

A1 Manage Entries

W Manage Exam Sheets
Manage Results

3 Manage Submissions

B Seating Organisation

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.

L[ e D] o
— Expot Pty

Season: Summer 2025

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

Active Season: Summer 2025

Import Results

Start Date  01/09/2024 3 EndDate 30/08/2025

File
Date Received

. Board
Name 1 oar

B8 © Files not yet imported

. Imported? Type

No data available in table

Previously imported files

Series Season Manage Results

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.

File Name Date Received 1f  Board 1Y
R1234571.X11 27/07/2018 17:05 Edexcel GCSE
R1234511.X08 27/07/2018 16:38 Edexcel GCSE
R1234511.X07 01/06/2018 15:16 Edexcel GCE
R1234510.X01 04/06/2016 06:11 Edexcel GCSE
R12349510.X10 04/06/2016 06:11 Edexcel GCSE

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

Import Results

Start Date | 01/06/2018 fE End Date 31/08/2024 &=

File Name

R1234511.X11

R1234511.X09

R1234511.X07

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.

I S |— D
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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.

Import Results

Hide Resu Records imported aresdy
This pane shows the Resuts which would have issues during Import, any changes can be made to the Exam Options Code before Import

. Results File  Ignore
Candidate el P Exam Name Problem Entry Code  Entry

Current A Exam
Candidate Exam  Codes of the

Entries. Serios Ko Ophes

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.

Current AN [ram
tn Fin Rty B Coded of

Exam Name Proiem Ertry Code ity Ertris 5 Enm Ot

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

I S |— D et
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https://docs.bromcom.com/knowledge-base/how-to-import-refresh-basedata/#updating-imported-basedata

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.

F-3 # Assessment

Modules

¥ Filter @ v  Be

=, Attendance
[ ]

- Student Name
Students

¥r Behaviour
© Census

D Communication

® Cover

EI Curriculum

ROUTINES
K1 Diary
& Active Season
¢ Dinner '® Discount Exam Resuits

i= Exam Sheets List
# Examination @ Manage Base Data
. 2 Manage Candidates
£ Finance

2 Manage Entries

T MyChildAtSchool M Manage Exam Sheets

Manage Results
| o P

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.

] v
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78 CEn

Non-EDI Results

Active Season: Summer 2025

o

Last Name Y First Name Y Admission Y Candidate
Number Number
Belti na S00031 0409
Addison David 500032 0410
Addison Harry S0303A 041
Ahmed Lesley 500002 0413

Season = Summer 2025

Y Year Y Tutor Y Candidate
Group Group Type
n TA Internal
n nB Internal
n TA Internal
n TA Internal

v Search Names x a
Y Special Y Centre Y

Candidate Number

No 12345 -
i3

No 12345 %
-l

No 12345 ]
=z

No 12345

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.

Exam Option Selector

Season

Summer 2025 02

Board

<NOT SELECTED> v

Series

<NOT SELECTED> v

Qualification Code

Qualification Title

Option Code

Option Title

Component

Certification Code

30 results found | 1items selected

x

Exam Level

GCSE v

Board 12| Series Exam Level Option Title: Option Code
AQA 662570  GCSE Dance 8236 a
AQA 6G25.70 GCSE Drama 8261

AQA 6G25.70 | GCSE Music 8271

AQA 6G25.70 GCSE Mathematics Tier F B300F

AQA 6G25.70 | GCSE Mathematics Tier H 8300H
AQA 6G25.70 GCSE Statistics Tier F 8382F

AQA 6G25.70 | GCSE Statistics Tier H 8382H
AQA 662570 GCSE Biology Tier F 8481F

AQA 6G25.70 | GCSE Biology Tier H 8461H

AQA 6G25.70 = GCSE Chemistry Tier F B462F

AQA 6G25.70 | GCSE Chemistry Tier H 8462H
AQA 6G25.70  GCSE Physics Tier F B4G3F
AQA 6G25.70 | GCSE Physics Tier H 8463H
AQA 6G25.70  GCSE Combined Sci: Trilogy Tier F B4G4F

6G25_70 GCSE

Combined Sci: Trilogy Tier H

8464H

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.

Exam Results Day Guide 2025
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Click Save.

Results Details

8383 . P
Exam Option Code 8382H Season Summer 2025

Exam Option Name Statistics Tier H
Grade =] A Mark 158

Possible Grades Possible Marks

Is Result Discounted

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.

£ Assessment < Fiiter @ v Be

=, Attendance

Student Name

it Y¥r Behaviour

L © Census
D Communication

® Cover

3 curriculum

ROUTINES
K] Diary
& Active Season
)Q Dinner B Discount Exam Results

i= Exam Sheets List

‘® Examination & Manage Base Data

. 2 Manage Candidates
£ Finance

1 Manage Entries

T MycChildAtSchool M Manage Exam Sheets

Manage Results

Ensure the correct Season is selected from the Season dropdown

e Select one or more Candidates by clicking on the names or use the top right Search.
e Results may only be added one qualification at a time with the same Result for all selected Candidates.
e From the top left Add drop down, select Non-EDI Results.
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Active Season: Summer 2025
raCEeEm
| Non-EDI Results i

Season Summer 2025 v | Search Names X @

Last Name Y First Name Y Admission Number Y Candidate Number Y| Year Group Y Tutor Group Y Candidate Type Y| Special Candidate Y| Centre Number Y

Abioye Bettina 500031 0409 n 1A Internal No 12345 -
‘Addison David S00032 0410 n 18 Internal No 12345

‘Addison Harry IS0303A 0411 n 1A Internal No 12345

Lesley 500002 0413 n 1A Internal No 12345

This will open the Non-EDI Exam Results Input pop up

e 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.

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

e Ifyou select Manual, then complete the Result fields as required noting all fields marked as * must be completed.

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

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

e 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.

e If you know the Result should be discounted from Headline Figures, tick the Is Result Discounted tick box.
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Hon-EDI Exam Resulls Input

Erttry Tygse 8 vald ) Maruzal

Subject Classifsation Code® 50121637 / LM n n n
Gubjee) Code® hugis Performance [LE

Exarn Lewel® HLE Lewed 3 "

Tithe” kutic Perfonmance

Klaik

Grade® b} w

Fiomras? B.50 Is Resull Discouned

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.

e If needed, you can select the relevant Season from the drop-down choices.
e Then select the Candidate or Candidates whose Results you wish to Edit

e Then on the View drop down select either Results or Non-EDI Results.

I S | D
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s [ “Nion-EDI RSUIS.

Active Season: Summer 2024

Manay| Resuts

Last Name Y First Name
Abbas Haniya
Adia Rizwaan
Alwadi Dina
Bakalova Lillie-Mao
Barry Claire
Borysiewicz Sally-Jane
Chatterise Carmie-Ann
Davey Treena
Garrish Graham

Sesson = Summer 2024 - Search Names XR
Y pdmissionNumber Y Candidate Number Y Year Group Y Tutor Group Y CondidateType Y SpecialCandidate Y Centre Number Y
03024 0338 n 1A Internal No 12345
03044 0340 n 8 Internal Yes 12345
0305A 03a1 n 1A Intesnal No 12345
03074 0342 n n8 Internal No 12345
03084 0343 n 1A Inteenal Yes 12385
03094 0387 n 8 Internal No 12345
03MA 0388 n 1A Inteenal No 12345
03134 0389 n ne Internal No 12345
0316A 0390 n 1A Internal No 12345

In the Results Details pop up click on the Exam Option and then click Edit

Results Details

Selected candidate is Bettina Abioye

Exam
Exam Option Option
1t Code

English Language 8700

Mathematics Tier H = 8300H

AQA

AQA

Board Level
Code evel
70 GCSE
70 GCSE

Season

Summer 2025

Summer 2025

Mark Grade
9
239 9

End 1 Points Discounted
D 9.00 No
9.00 No

Edit the Results Details as required. Then click Save.

Results Details

Exam Oplion Code

Exam Oplion Name:

Grade

Result Twa

Passible Grades(Rl)

Possible Grades(R2)

B

English Language

Is Resull Discounted

Season

Mark

Endorsement Two.

Possible Grades(E1)

Possible Grades[E2)

Summer 2025

Exam Results Day Guide 2025




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

Results Details
Exam —
Exam Option Cption Board Code Lewel Season Mavh Drade Emed 1 Poinas Descounbed
N Code N
Eregliah Languags ETOD ADA bl OCSE Swvewai 2025 L] ] a0l Me
(o [ oo [oo] o3

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.

£ Assessment Entry Type Entries

=, Attendance
Entry/Grade <NOT SELECTH
¥ Behaviour
Grid actions Copy Excel
© Census
Candidate Number Cand

D Communication
0338 Abba

& Cover

3 curriculum

i ROUTINES
I Diary
& Active Season
Reports .
%8 Dinner ® Discount Exam Results

i= Exam Sheets List

1 Examination
& Manage Base Data

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.

=, Attendance T
i + Filter @ v

Y Behaviour
& Census Student Name|

0 communication

& Cover ROUTINES

B curriculum B Ac

I Diary '® Discount Exam Results
¢ Dinner

# Examination

£ Finance % Manage Candidates

1 Manage Entries
¥ MyChildAtSchool
Options

A, setup

™ student Portal B Seating

FA wTimeTable

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.

Manage Results (1]

Spm,l Summer 2025 v e \ X @
Last Name Y FirstName T Admission Y Concicate Y [Vear YT Y Caraate special T cenme T
Number Number Group Candidate Number
Search Q
Abioye Bettina 500031 0409 7 No 12345 -
Select All 2
Addison David S00032 0410 n No 12345 E
n °
Addison Harry S0303A 0an n No 12345 g
- z
Anmed Lestey 500002 o0a13 n = No 12345
Ahmed Richard $00030 0414 n OB No 12345
Anmea Charlotte so0046 o041z n 1items selected No 12345
Aex Makoto S00003 0415 n Clear No 12345
Alexander Susan s00033 a1 n 1 internar No 1345

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

Active Season: Summer 2025

o T e L |

Select All
Manage Results (i) Remove All
Season = Summer 2025 v Search Names X @
Last Name Y First Name Y Admission Y Candidate Y Year Y Tutor Y Candidate Y Special Y Centre Y
Number Number Group Group Type Candidate Number
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From the Actions drop down, select Export Results.

| N ) ) Active Season: Summer ]
—— EXpOTt Results
Manage Result¢ Import Resuits

Season | Summer 2025 v Search Names x @

Last Name Y First Name Y Admission Y Candidate Y Year Y Tutor Y Candidate Y Special Y Centre h g
Number Number Group Group Type Candidate Number

Abioye Bettina $00031 0409 n TA Internal No 12345 C

Addison David $00032 0410 n 1B Internal No 12345

Addison Harry S0303A 041 n TA Internal No 12345

Ahmed Lesley 500002 0413 m TA Internal No 12345

Ahmed Richard S00030 0414 m TA Internal No 12345

Internal 12345

Charlotte 800046 0412

Ahmed

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

Export Results

Export Results for O qualifications Exam Options

Qualification Code n n

Include Non EDI Results

Row per Candidate v

Sort by Last Name v File Format Excel ~

In the example below, Qualification has been selected, then click the blue find icon to open the Exam Qualification
Selector list.

Export Results

Export Results for O Qqualifications Exam Options

Qualification Code E“
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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.

Exam Qualification Selector X
Season 21 results found | 0 items selected
Summer 2025 v
Board Exam Qual Expiry
<NOT SELECTED> v Board 1z Series Level Code Qual School Title Date
Series AQA 6G25_70 | GCSE 8658 French O
<NOT SELECTED> v AQA 6G25_70 | GCSE 8668 German
Qualification Cade AQA 662570 | GCSE 8261 Drama
AQA 662570 | GCSE 8582 Physical Education
Exam Level
cose . AQA 6625_70 | GCSE 8271 Music
AQA 662570 | GCSE 8552 Design And Technology
AQA 662570 | GCSE 8702 English Literature
AQA 6G25.70  GCSE 8236 Dance
AQA 6G25.70 | GCSE 8300 Mathematics
AQA 662570 = GCSE 8382 Statistics
AQA 6G25.70 | GCSE 8461 Biology

Next, in Export Results
e Choose to either show Row per Candidate or Row per Result.
e Then choose to Sort by either Last Name or Candidate Number
e 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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Export Results

Export Results for O qualifications Exam Options

Qualification Code BEa

Include Non EDI Results

Row per Candidate

Sort by Last Name File Format

Reporting on Exam Results

Active Season: Summe!

Selection List B

21 qualification(s) selected
French

German

Drama

Physical Education
Music

Design And Techno...
English Literature
Dance

Mathematics
Statistics

Biology

Chemistry

Physics

Combined Science:.
Computer Science
Media Studies

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

REPORTS

B Adhoc
BASEDATA

Favourites ini i
avourties &2 Administration # Basedata Clash Identification

A # Basedata Content
-y Analysis
Modules I‘ Basedata Outline Timetable

_' Assessment
- DATA TRANSFER

-
Students Attendance
# Data Transfer Amendments

Behaviour Data Transfer Audit

Data Transfer Coursework Marks

Census Data Transfer Entries

. . Data Transfer Forecast Grades
Communication

Others Cover

# Candidate Labels
Curriculum

I‘ Component Labels
Diary
ORGANISATION

Dinner # Candidate Timetables

P # Clash Control Report
Examination
# Exam Registers

To access these built in reports, go to Reports>Examinations>Results

CANDIDATE

# Candidate Details

ENTRIES

# Candidate Entries

# Candidate Timetables - Basedata
# Exam Entries

# Exam Entry Costs

# Teacher Datasheets

MONITORING

# Missing Data Report

# Qualification Progress

RESULTS

# Candidate Results By Class
Report

# Results by Group/Grade Analysis
# Results by Student

# Results Overview
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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.

Report Parameters:

First select the Season and then the Exams and Candidates to report on

Season Summer 2025 v
Exam Level GCE a

GCSE

e - -
Content @OQverall Result OOverall Result per Class OResult per Candidate, per Class
Display @®percentage Ocount

Coverage (OResults to Date @Results for this Season only

(OName & Code

Display Grade @cCode
) Include subsidiary students
O Cumulative

([0 Display Residual

Code(s) for your report.

formatting and appearance of the report.

top left Preview button.

Below are some examples of the Results by Group/Grade Analysis Report.

Results by Group/Grade Analysis Report

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

Switch the radio button to the required Content Field; your selection from within this Field will determine the
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

Bromcom Technology School @

Season: Summer Bromcom 2017 Exam Level: GCE

Displayed as Percentage Results till date

Exam Code |Entries| A* A B c D E u X Q N
Art & Des Adv(art craft & 7201 1 000 ; 000 ; 0.00 ;10000; 000 ; 000 ; 000 000 : 000
Des)
Art & Des Adv (fine Art) 7202 i 6,00 1 0.00 1100007 0.00 000 000 T 000 000 ! ¢.00
Biology As 7401 10 20,0073 0,00 720,00 T 40.00 10,00 1 10,00 0,007 7 0.00 060
Biology Adv 7402 6 33333770.00 {1667 0.00 5000 0.00 0.00;"0.00
Chemistry As 7404 [} 50.00 1 0.00 1667 1667 1667 0.00 17000 " 0.00
Chemistry Adv 7405 4 0,00 150,00 1000 | 2500 1 0.00 | 2500 0.00"1"0.00
Business 8880 2 i X 0.00 0,00 000 0.00 170,00 000
Business 9880 i 000000600 000560

Gverall 32 158379500 g 38 0.00"7 068" 000
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S

Results by Group/Grade Analysis Report Bromcom Training School
Season: Summer 2025 Exam Level: GCSE
Displayed as Count Results for this Season
Exam | Entries| 9 8 7 6 5
18035 Geography ! 51 0 0 0 a7 2
8572 Media Studies | 51 0 38 4 1 3
8700 English Language | . 37 3 7 5 13 1
[Overall] 139 | 3 | 45 [ 8 | 61 6

Reporting: Results Overview
This table report by Candidate shows the Grades for the chosen Candidates and Exam Level.

e Simply select the Season from the dropdown choices

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

e Find the Candidates using the Candidate Name selector.

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

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

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

e *Page Break, select None or Tutor Group

e Result Type, choose Certification or Unit

e 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.

Report Parameters

First select the Season and then the Exams and Candidates to report on

Season ‘ Summer 2025 V|
Exam Level GCE A
v
Condidate Nome | o
Content @Grades OMarks OPoints (OResiduals
Order By @Name (OcCandidate Number Points Score (OTutor Group then Name
Coverage (Results to Date @Results for this Season only
Result Type Certification (J unit

(] Include Non-EDI Exam Results
(L] Include only ExamOption Codes.
(] Horizontal Header

[J Include subsidiary students

(] Hide Report Header and Footer Sections
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Below are some examples of the Results Overview Report.

Results Overview Report Bromcom Training School Sromeanm
Season: Summer 2025 Exam Level: GCSE
z 2 g | T [tX|2% |3z
H H 3 = 23|38 3§32
N M A
5 3 = 2
3 8
=
Abioye Beflina 0409 A 9 9 [ 3
Addison David 0410 i11B 9 3 5 3
Addison Harry 0411 iM1A 9 8 [ 5
Ahmed Charlotte 0412 1B 9 3 [ 7
Ahmed Lesley 0413 i11A 9 3 6 8
Ahmed Richard 0414 A 9 3 [ 7
Alex Makoto 0415 1B 4 [ 3
Alexander Susan 0416 A 9 8 B T
Ali lan o417 1B 9 9 [ 8
Alpha Johnmy 0418 1A 9 3 [ 5
Amato Amelia 0419 1B 9 3 [ 4
Anderson Cassandra 0420 A 9 9 B 3
Anderson Terri 0421 i11B 9 7 [ &
Arkowski Andrzej 0422 A 9 T B 4
Asvani Angela 0423 1B 9 2 3 1
Atkinson Adam 0424 A 9 T B 3
Aziz Amanda 0425 11B 9 3 5 4

Results Overview Report

Season: Sumrar 2020 Exarmn Level: GCSE
E = m @ Bm| @ | E @ S |am
b P HE I EE
E HEEHIEIGIGE
13 B COEE 5 : &

S177
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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.

e Select the relevant Season from the drop-down choices

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

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

e Set the Date for the Base Class Memberships.
e Order by - choose either Class Gp then Name, Name or Candidate Number

Select Preview to see the report.

Report Parameters

Season [Summer2026 |
optencode | |
[") Check this box to include all candidates entered for the selected exam options

Gouptame | & I

Base clase. 05/08/2025 ]
memberships on
Order by @®Class Gp. then Name OName (O Candidate Number

Use name format as defined in exams configuration

[) Include subsidiary students

Below is an example of the Candidate Results by Class Report.

s
. Bromcom
Candidate Results By Class Report Bromcom Training School
Season:  Summer 2025
Class: Ma11/A1
Exam: Mathematics Tier F (8300F); Mathematics Tier H (8300H)
Name Cand No 8300F
Bettina Abioye 0409 7
Cassandra Anderson 0420 5
Andrzej J Arkowski 0422 6
Adam Atkinson 0424 5
Danielle Clarke 0432 6
Diane J Groves 0438 3
Catherine E Hudson 0440 5
Chris N Moram 0450 4

3 ] _______ }u
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Reporting: Results by Student
Use this process to produce Individual Candidate Results reports i.e.one report per Candidate.

e Select the Season or Date Range, find the Candidates using the Candidate Name selector
e Tick/Untick the required fields for inclusion in the report.

e C(Click Hide Header for Date, Tutor Group or Year Group

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

e Page Break, choose None or Candidate

Select Preview to see the Report.

Bscrecio | Lopn | owo | RO o v osort oy epors
Report Parameters

Select by ®Season CiDate Range

Season [Bummer 2025 w |

Candidate Name | | S
Include Mon-EDI Exam Resulls ) Mon EDI entries in Resulls column

Include Endorsements Include Performance Indicator points(P1)
Include Unil Resulls [ Include Board

Include Mark Include Equivalence

[] Apply Discounting [ Show Series

Hide Header [ Date [ Tuter Group [ Year Greup

Order By (CiCandidate Number (CIName (@ Tutor Group then Name
Page Break (CNane @Candidate

Good luck in your future endeavours. If you have any gueslions aboul your
resulls or your nexl steps, please see your subject leachers or Head of Year.

Default Text
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Below is an example of a Results by Student Report

Results by Student Report Bromcom Technology School

Mame: Bosma, Karen Date: 161172017
Season: Summer Bromcom 2017 DoB:  2011/2000 Tutor Gp:  CEVH
Candidate No: 8083 UCE  123450158083W YearGp: 11
Date Exam Board Exam Level | Result | Mark | Equ | Endorse Pt.
2017/06  |Additional Science (route 1) (4408) |AQA GCSEFFC B |o0315 55
2017/06  |D&t Electronic Producls (4542)  |AQA GCSEFC B | 0292 55
201706 | Prama Cashn (inear) (4150LA)  \yyec oose  |aesErce A | o183 85
2017/06  |Dutch (J733) OCR GCSEFC c |o2m3 1
2017/06  |English Language (8700) AQA GCSEFFC 6 D 6
2017/06  |English Literature (8702) AQA GCSEFC 7 7
2017/06  |French (2FRO1) Edexcel GCSE  |GCSEFC A | o289 85
2017/06  |Further Additional Science (4412)  |AQA GCSEFC D |o0208 3
2017/06  |History A (2HA01) Edexcel GCSE  |GCSEFC A 0327 7
2017/06  |Mathematics Tier H (8300H) AQA GCSEFC 5 5
2017/06  |Additional Science Unit 4 (AS4P)  |AQA GCSE/B 098 | a
2017/06  |Biology Unit 2 Tier H (BL2HP) AQA GCSE/B o7 | b
2017/06  |Ghemistry Unit 2 Tier H (CH2HP)  |AQA GCSE/B 070 | b
2017106 aﬁgﬁm’“k Products Unit 1 AQA GCSE/B 12 | b
2017106 aﬁg'ze)c’“’“k Products Unit 2 AQA GCSEB 180 | b
2017106 B;arf’;'inu(ﬂ} ;1[0’?;"59" Prac. WJEC GCSE  |GCSE/B 1| a
2017j06  |orema Unit 2 Performance From e ooge  [gesE 035 | a

Text (415201)
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Printing/Exporting/Sending the Results by Student Report to Candidates

IMPORTANT: For regulations on sharing Examination Results

See

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

e Print the Reports

e Export Locally

e 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.

SRR - P OB

Results by Student Report Elizabeth Secondary
Name: Haniya M Abbas DoB: 18/11/2007 Date: 06/06/2024
Season: Summer 2024 ucl: 123450190338V Tutor Gp: 11A

Candidate No: 0338 ULN: 8316328975 Year Gp: 1"

Date Exam Unit Code|Exam Level | Result [ Mark | Equ |Endorse| Pt.
2024/06 Biology Tier H (8461H) 8461H GCSE/FC 6 160 6

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.

Summer 2025

‘Acrobat [PDF] file

€SV (comma delimited)

Excel 97-2003 “

Excel Worksheet L
Results by Student R Rich Text Format Bromcom Training School

TIFF file
Name: Bettina Abioy Web Archive DoB: 13/08/2009 Date: 05/06/2025
Season: Summer 202 1T Pocument UCE  123450240409G Tutor Gp: 1A

XPS Document
Candidate No: 0409 ULN: Year Gp: 1
Date Exam Exam Level| Result | Mark | Equ |Endorse| Pt.
2025/06 |Geography GCSE/FC 6 180 6
ANIRINE AAthAarmatine Tinr C ~rcCice on
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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.

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

Once you have previewed the reports, click the top Export button.

e [L 71 H & & o a a
Eliu’kcth
Results by Student Report Elizabeth Secondary -
Name: Haniya M Abbas DoB: 18/11/2007 Date: 06/06/2024
Season: Summer 2024 UcCl: 123450190338V Tutor Gp: 11A

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

Format | Microsoft Excel hd

[} pocli Microsoft Word
St || Microsoft Excel

Sav| Comma separated variable (CSV) | bypiish to Student Portal

O savh Data Exchange (.XML)

' Adobe Acrobat (.PDF)
Web Format ((MHTML)
Data Exchange (.JSON)

Comma separated variable (.TXT)
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https://docs.bromcom.com/knowledge-base/how-to-send-documents-from-the-dms/

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

N N

Format | Microsoft Word v|

n Document Management System Options
] Single Document Multiple Documents I

Save DMS Copy [ Publish 1o MCAS [ Publish 1o Student Portal

Save Local Copy

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

IMPORTANT: ticking PUBLISH TO STUDENT PORTAL WILL IMMEDIATELY PUBLISH

THE STATEMENT OF RESULTS TO ALL THE STUDENTS SELECTED

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.

o Q gr:,:lo (8]

Notifications GotoPage Dismiss All
‘eport to My Reports ® Youhave 1alert See more... &
Examination 14:59
Your Results by Student Report report is available in
DMS please click here to downlo... @

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

Mr W Cranston

My Profile

My Account

My Documents

required.

My Reports

My Documents €
¥ Filters @

Drag here 10 Set fow groups
Status

Format

Created Date .‘r’;‘“;"‘d Document Title

From the My Documents list, select the required document(s). Use the filter cups on each column header to filter if

Selected 12 of 12 documents

[gearch...

8 Import  Grid Actions
(Select All)

Size
Results by Student Report

Expiry Date

Origing

oo [

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

My Documents  €)

v Filters @

K ¢ Pagelof1 > 1

100

»
¥ items per page
Drag here to set row groups
Status

Format
Exported

Created Date & Ooneted Document Title
] 05/06/2025 1455907

Results by Student Report

Category
Selected 11 of 12 documents

B Import  Grid Actions v

Examination 0.06 MB

Origing
19/06/2025

win'g

11012012

K < Pagetof1 > I
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Click to select the required reports and then from the Actions dropdown click Send Document

My Documents €}

¥ Filters © Q & Import  Grid Actions v

T Delete
i2  Drag here to set row groups

B) Expire
= Status Format Created Date 4 _I(Zirre“iled Document Title Focus Category = Archive Expiry Date
D Exported (] 05/06/2025 14:59:07 Results by Student Report Examinati¢ D Restore 19/06/2025

@ 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.

Send Document

Recipient Contact Q) Student

From repliesto@bromcomcloud.com

Subject Your Summer 2025 Exam Results
Selected DMS A
Document(s) 63598_Results by Student Report 0.03MB & .
63589_Results by Student Report 0.03MB X
63600_Results by Student Report 0.03MB X v
The selected DMS document(s) will be send to the associated student(s) of the particular document(s).
Message Dear [StudentForename] [StudentSurname]
Please see the attached Word document with your Summer 2025 Exam Results
Kind Regards
Head of Year 11
158/2500 Dynamic Fields  please select v

Only include students who are 18 or over

The messages with selected documents will be sent to contacts priorities indicated below:

Notification 1 v
Priority

42 Recipients

(D Multi Focus documents(s) removed from selection.

Origina

Will‘
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Send Document Recipient(s) list

Admission First Name Last Name Tutor Message
No Group Type

Destination Attached Files
63588_Results by

500030 Richard Ahmad 1A Email emaill824@bromcomcloud.com Student

Report.DOCX

"

63589_Results by
500031 Bettina Abioye MA Email emaill592@bromcomcloud.com Student
Report.DOCX

)

63600_Results by
500032 David Addison 1B Email emaill648@bromcomcloud.com Student
Report.DOCX

"

63601_Results by
500033 Susan Alexander 1A Ermnail emaill867@bromcomeloud.com Student
Report.DOCX

"

63602_Results by
500034 lan Ali 1B Email simon@bromcom.com Student
Report.DOCX

"

63603_Results by
500035 Johnny Alpha 1A Email emaill734@bromcomcloud.com Student
Report.DOCX

"

63604 _Results by
500046 Charlotte Ahmed 1B Email emaillé16@bromcomcloud.com Student
Report.DOCX

"

63605_Results by
S0303A Harry Addison 1A Email emaill689@bromcomeloud.com Student
Report.DOCX

"

v

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.

Richard Ahmed Richard Ahmed

Sex Preferred Pronouns  Date of Birth Age Year Group House Tutor Group  Tutor Name Admission No.  UPN
Male NfA 04/08/2008 16y m T Brunel 1A Mr J Condon 500030 E204639814028

& emalll82z4@bromcomcloud.com & 07716313846 | &

9 12, Rewntree Path, London, SE28 8BS Edit Student Contact Details
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Add [ Edit Contact Information

Phone & Email Address

Click to Add New Phone Number or Email

L. 07718313846

Mobile Anyday Priority 1

R, 02071633043

Home Anyday Priority 2

W richard il.com Priority 1

All Time

B emaillB24@bromeomecloud.com Priority 2

Work

This is the End of the Exam Results Day Guide 2025
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