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Need more help?

I o rta I If you need further help or are

having any issues, please do not
hesitate to contact our Portal

User Guides - click on the tiles below:

Team at portal@wjec.co.uk

-

ou MFA




Need a new invite?

Portal
User Guide - How to Sign in
Portal@wjec.co.uk
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Only your Exams Officer or Admin Account holder can __;

’

Contact

invite you to Portal (Invite expires after 2 months) .

-~

You will receive an invite email with a temporary password

ugliRZSOT

Click the 'sign in to Portal’ link to get started —

Portal Sign in

Enter your email and click next

Next >

Sign in to your Porta

Enter your temporary password and click next
= Tip: If copying & pasting make sure there are

d

no spaces either side of the password ‘

4

Set your password

Create a new password (at least 10 characters long)

Click update

O

You will now be prompted to set up your MFA



Portal

User Guide - How to invite a user
(Only Exams Officer and Admin accounts can invite)

PORTAL | Oea

@ Welcome Back

68101
including: e

68101

2 Manage users
the top left corner o

gn Out

DN R YT Y TV, S —

o e (T [
v Manage Users

i
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2. Invite User

Irwile 3 new uSer Lo centre 8101

i e =
User

v Manage Access
@ | Access Armngements/CAR

Crants access 1o the JCQ Centre Admin Poetal,
for managerment of trarsfer candidates, access
amangements and modified papers requests.

® AaMms

INDUL screens. Users will be able 10 input 8
subemit centre marks for mternal
B0 view MOEALor EPOs.

Grants access 1o users Internal Assescment Mark
i
s

® | ViewsScripts

Grants sccds 10 U view candidate scripts after
Results. Scripts should andy be sccessed with
candidate perrmissicn, full guidance here: JOO

Boat Besults Services ook

The user will receive an invite 1o the above email address.




Portal

User Guide - Forgot your password

Portal Sign in

Access your WIEC & Edugas secure services.

Email address
B ecamsofficerd

[y COnting o w1 1e WHC Tarme & Conditions
Notice This wte Uses exsentio coomes. Soe

w3t eduad?

Sign in to your Portal
account

Access your WIEC & Eduqas secure services.
Emal a0adeess
S o

Password

(5]

Forgotten
Password

Enter your emal addeess and we Wil send
YOU InSlructions 0N how 1O reset your

WIEC / Eduqas Portal Access Code

Enter Verification

ot wekcome o Portal by WOLC. You are recening ths Code
ot because you have attemeeed to access yeur Portal

accourt.

Enter the code that was Just Sent 10 your
el ad3ress and set your new passecrd. i

‘Simpiy enta the code below into the code fekd on your
scroen.
YO 0 Pt receive a0 ek please Clck the
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Portal

User Guide - How to set up your MFA

You have 3 MFA options:

1.Authenticator App (most secure)
2.Text message (SMS)

3.Email

Click use ‘Authenticator App’

1.Download an Authenticator App

2.Within the app, tap ‘add school or

work account

3.Next your phone will ask for a QR
code - scan the QR on your screen
4.Your account will be added to the

app - now enter the 6 digit code and

verify the setup - blue button.

Click use ‘SMS’
1.Enter your phone number
2.Click send a verification code
3.You will receive a code by text - simply

enter the code and verify the setup.

Click use ‘Email’
1. Click the check box and verify the

setup by clicking the blue box.

Configur

e Multi-Factor Authentication

Configure Multi-Factor Authentication

Verify Authentication App setup

€ Back 1o MFA Selection

Configure Multl.

Authentication '
: ([ J

Configure Multi-Factor Authentication

IMPORTANT
you must enter +44



Portal

User Guide - How to change your MFA and Password

Log in to Portal

Click on your profile icon at the top right of your . _ -
[ =] L = - ‘:U__‘f-

o
—,

screen and then click the cog icon.
68999

2 .

On this page you can:
1. Change your Password

and

@
2. Change your MFA method e
& Change Password X b
i —

3 If you are having issues with your MFA method - contact ithelpdesk@wjec.co.uk

Please provide the following information:

' e Your name

e Email

e Centre number

If you are changing your Smartphone please check how to transfer your

Authenticator app credentials - Microsoft - Google - Authy



https://www.howtogeek.com/682273/how-to-move-microsoft-authenticator-to-a-new-phone/#:~:text=How%20to%20Move%20Microsoft%20Authenticator%20to%20a%20New,the%20New%20and%20Remove%20From%20the%20Old%20
https://support.google.com/accounts/answer/1066447?hl=en&co=GENIE.Platform%3DiOS
https://authy.com/blog/multi-device/
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Portal

User Guide - How to manage accounts (Deleting accounts & add/remove permissions)

PORTAL = (©) smicn
g Welcome B:
Log in to Portal B ssn
68101
Click your profile icon and click ‘Manage Users’ —
A the top I corre = sgn ==
icer. A systems FAQ v e seser viies ws svnsi s
@) Comre it T Filor users 2, iwite Usar

 Manage Users

Find the person from the list of users. _— iEN 0
1. Click the 3 dots next to their account type = g .
2. Click ‘Manage Access' to change access permission : ::

2 Manage Access

ONITE HCCOSS

3 Ascess ArrangementsCAP

Simply click ‘Delete User’ to remove the account

o2 Manage Access
O

~- Delete User




Portal

User Guide - Types of Accounts

There are three types of accounts which can be invited to Portal.

Exams Officer Account Admin Accounts User Accounts

Can only be 3 Ad min accounts can be

Can only be invited by

invited/deleted by WJ EC. invited. An EO or Admin

Please contact

ithelpdesk@wijec.co.uk if

there is a change of

personnel

Can assign access
permissions to all

accounts

&

Access to:

A2C Keys
IAMIS (All Subjects)
Access Arrangements

Entries* and Results**

* Make Entries

** View Results under embargo

View Scripts
Past Papers, Marking

schemes and Resources

account can invite other
Admin and User accounts
(Cannot delete EO

account)

Can assign access permissions

to Admin/User accounts

Access to:
A2C Keys

IAMIS (All Subjects)
Access Arrangements

Entries* and Results**
* Make Entries

** View Results under embargo

View Scripts
Past Papers, Marking

schemes and Resources

an EO or Admin

account.

Cannot assign

permissions

X

Access to:

Past Papers, Marking
schemes and

Resources

Upon request:

IAMIS (All subjects)
Access Arrangements

Entries* and Results**

*View only

**VView 8am on Results day

View Scripts



Portal

User Guide - Quick Navigation
Frequently Asked Questions

Click ‘All Services’ to get started

Where can my A2C Access Keys be found?
. EO or Admin account only

Centre Administration > General

Where can | find our results and result file?

Results > Candidate Results

> Download Results File

Where are Exemplars, Past Papers & Marking

Schemes?

Resources > Past Papers & Marking Schemes

> Subject-specific support material...

Where can | find Grade Boundaries and Item Level Data?

Results > under Reports > Grade Boundaries

> [tem Level Data

= eduqs
Welcome to Portal
Question Paper Download on the Day
exams. T Exams Offcers o Admin Accounts via
Al Sorvices > Key Information > Today's Question Papers
Key Information
- woE
WIEC 2024 Exarm Timetabe | Edugas
. - o -
ii Close ~ PC = dec  eduqas
Qs
General Results
R Welsh Bac
a
[m
.
iii Close A PORT. = wee -
ORTAL = &S eduqas
Q
s Result
Bk (2]
)
1+
0- .
22 My
. - 3 -
i Close ~ PORTAL = &5S  eduqas
Q
- Resources Websites
; G
C npla
0:
I Re
o
- ] -
:: Clos = WEE  eduqas
Q
Reports
B,




Portal

User Guide - How to edit your profile

Log in to Portal

Click on your profile icon at the top right of your

screen and then click the cog icon

Next, click Edit

On this page you can edit:

1. Your title, name and job role

52 Preferences e

& security

ik

o]
~

Croeso Nol

8 security Email

/

& change password
3 Change MFA method

2. Language preference 3. Phone number

finally confirm the changes by clicking here

Preferred Language

English

oduass | Copyright WIEC CBAC Lid 2024

/




Need more help?

Portal If you need further help or are
having any issues, please do not
Technical Su pport hesitate to contact our IT Helpdesk

at ithelpdesk@wijec.co.uk

All automated emails are sent from

portal-no-reply@wijec.co.uk

There could be several reasons why you are not receiving emails from Portal:

Our emails are being classed as SPAM and are going

to your junk email - please check there first.

Our emails are being quarantined by your centres
firewalls - please check with your IT Support - ask if an
email from portal-no-reply@wjec.co.uk is being

blocked.

Sometimes your IT support may need to ‘whitelist’ two
— addresses to ensure our systems connect which each other -

please provide your IT Support with the following addresses:

https://cognito-idp.eu-west-2.amazonaws.com/

https://efw53vvy3k.execute-api.eu-west-2.amazonaws.com/
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