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1. Purpose of the manual  
 

The purpose of this training manual is to support tutors/ trainers/ teachers in using the EDI English 

Writing onscreen assessment.  It contains instructions on how to use the assessments and 

information on the different accessibility options which are available for candidates. 
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2. System requirements 
 
Minimum system requirements for running the tests on a PC 

General requirements: 

Please see below the minimum specifications required to run the NAA tests on a PC: 

 

 Pentium III 2.0 GHZ or higher (Pentium IV Recommended) 

 256 Meg Ram (512 or higher Recommended) 

 Windows 98, 2000, or XP (Vista compatibility testing is ongoing). 

 Internet Explorer 5.0 or above (IE 6 recommended) 

 128kbs Internet Connection per Client (256mbs or above preferred) 

 

Latest Flash Plug-in installed (currently Version 10.0.12.36).  

Link for downloading the Plug-in: http://get.adobe.com/flashplayer/ 

 

Notes: 

If centres are not sure that they meet these requirements, they can run our diagnostics tool on their 

machines: http://www.ediplc.com/diagnostics/ 

 

Click on the ICT diploma diagnostics and check the following programs: 

 

 Flash player version 

 Check Javascript 

 Test bandwidth 

 Test available ports 

 Install Active X 

 

Each PC used in testing will require a diagnostic completed on it.  If there are any changes made 

to the PC or network it accesses another diagnostic will need to run to check that compatibility has 

not been affected. 

 

 

 

 

 

 

http://get.adobe.com/flashplayer/
http://www.ediplc.com/diagnostics/
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3. Instructions 
 
Starting the assessment 

 

Please ensure candidates read and understand  

the instructions before starting the assessment. 

 

You may find it useful at this time to explain how the assessment 

works e.g. navigating through the test and any accessibility options 

which may be of benefit to the candidates. 

 
 

  
 

 

Before the candidates start the test they have access  

to a function button. From here they can change the  

background colour, font colour and text size. They can                           Click on the arrow to        

also see the keyboard shortcuts that are available.                                  begin the assessment.  
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4. Using the reading time 
 
Candidates will receive 15 minutes reading time; this is to be used to read the tasks and the 

unseen documents. 

 

Click on the tabs to move between 

the documents and tasks. 

 

 

  
 

 

The time left will be indicated  

on the timer. 

 

 

If candidates have finished reading all the material before the reading time has finished, they can 

click on ‘skip reading’ to begin the assessment. 

 

The remaining reading time will not be added onto the assessment time. 
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5. Completing the assessment  
 
Task 1 

 
Candidates can still access                                    Candidates can use these icons to 

the reading material during                                     format their answers if they wish. 

the test.                                   

 

  
 
 
 Clicking here will allow candidates to  

 navigate between questions. 

            Timer. 

In this pane, candidates will see the task 

they are required to complete.      

               In this pane, candidates can word  

           process their answer. Answers will  

          be saved automatically when moving                 

         between panes. 

 

 
Task 2 
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Same as Task 1. 
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At the end of the test 
 

 

 

On this page learners can check they have completed all the tasks within the assessment. 

 

 A question number in yellow means the question has been answered 

 A question number in blue means the question has not been answered 

 

Click on finish when you are satisfied the assessment is complete. 
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You will then have a message stating that your results are being posted.  

 

 

 

Once the results have been posted, a box will appear with an ID number in it. 

 

 

 

This page will indicate that the candidate’s results are being served and will then be available for 

the examiner to mark. 

 

Please note down the candidates name and assessment ID number. This is your reference 

number if you need to contact EDI about this assessment. 
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6. Additional features of the assessment – accessibility options 

 

  

 

If a candidate holds down  

this toggle and drags they can  

resize one side of the screen. 

 

By clicking here, candidates can access the background colour, font colour, text size and keyboard 

shortcuts which can be used an alternative to the mouse. 

 

* It may be useful for candidates to have a list of these available for reference.  A photocopiable 

sheet is available on the next page. 

 

If a candidate changes the background colour, text colour and/or text size, this will automatically 

change all the documents and tasks. 
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By clicking on this icon, candidates can highlight parts of the reading material.  

They can also change the colour of the highlighter. 
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By clicking here candidates can change the layout of the split screen. 
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Candidates have access to a spell checker. By clicking on this button, all words that  

have been spelt wrong will be underlined. 
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If a candidate clicks on the ‘Exit’ button, they will be taken to the checkerboard screen 

automatically. 
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Keyboard shortcuts 
 

 
CTRL + SHIFT + Y 
 

Reload question 

 
CTRL + SHIFT + B 
 

Begin assessment  

 
CTRL + SHIFT +  . 
 

Load next question 

 
CTRL + SHIFT +  , 
 

Load previous question 

 

CTRL + SHIFT +  + 

 

Increase text 

 
CTRL + SHIFT +   - 
 

Reduce text 

 
CTRL + SHIFT + E 
 

Exit assessment 

 
CTRL + SHIFT + K 
 

Show/hide accessibility panel 
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2 Registration purchase  

 
 

Registration purchase history explained 

 

 

 
3 Enrolling for QCF awards 

 
 
 

 

 

 

 

 

4  Making claims 
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