OFFICIAL

Appoint to the role Exam School Administrator (ESA) and Exam Invigilator (El)

e The ESA and El roles are granted via Schools Online by the Principal’s Delegate (typically the
SACE coordinator in most schools). See below on how to access this menu.
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e These roles can access the electronic examination system once the access window has been
opened for an examination at their school. If the user is new user, you will need to Add a new
user.
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e Upon clicking add New User the following screen will appear

Add user
schoot: Test School (000)

If the user is a new user to your school, please use this check
Sehool Email Add " Check L
s !m”“ eduau | [ F but that they do not have access to schools online already
sene account

Fi for the u: 2ddress an
1o check for an existing sehools online user

First Name: [ Test

Sumame: | User
Locked Unfil: <not locked>
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Exam Invigilator 31-Decyyyy 11:59PM By selecting these roles, the nominated user access
N ‘will be granted until the end of the current year.
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Therefore, nominations to this role must be done each

academic year
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