ISC – PUBLICATION OF EXAMINATION RESULTS

(FORMS 05A AND 05G)

USING THE SPREADSHEETS FOR THE SUBMISSION OF DATA

Installing and Starting the Spreadsheets

In addition to these instructions, you should have downloaded from the web site www.bewick.org/isc two Excel files called 05A.xls (for GCE and VCE A/AS level and IB results) and 05G.xls (for GCSE results).  Note that you will require Excel version 97 or later, running on a PC (not a Macintosh).

Create a new folder for these files on the hard drive of a convenient computer: C:\er2005 is recommended (“er” = examination results).  The files may not work correctly if saved on a network drive.
Macro Virus Protection Issues

If using Excel 2000 or later, you may need to adjust the built-in macro security level before the spreadsheets will operate.  The point is that this software makes use of macros (i.e. program code) which must be allowed to run.  The macros in this software are perfectly harmless.

Open the Tools menu, select Macro and then click on Security.  Click on the Medium option and then the OK button.  Now, whenever you start this software (or any other Excel workbook which contains macros), you will see a message like this on the screen:
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In Excel 97 you may, when starting up the system for the first time, receive a caution on the screen to the effect that the file opened contains macros.  Take the option to turn macro virus protection off.  Macro virus protection can be reinstated by opening the Tools menu, then Options, then General, where the relevant check box can be found.

Starting the Spreadsheets

Start Excel and use the normal routine for locating a file to open an Excel workbook (File menu, Open option, then navigate to the folder where you placed the files).

Completing the Data Entry Sheets

Each of the workbooks contains these two worksheets:

Data Entry – consists of tables for on-screen entry of examination data by the school.

Print – contains the information in the “Data Entry” sheet in a simplified form designed for printing.

You can move between the sheets by clicking on their name tabs near the bottom of the screen:
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The A/AS/IB workbook 05A has a separate “print” sheet for IB results and a sheet of A/AS level statistics, provided for information only (do not sent the statistics sheet to MCCS with the results return):
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Information about all examination results is entered on the Data Entry sheet.  At the top is of the sheet is a section in which information about the school must be entered.  The illustration below is an extract from the GCSE data entry sheet in file 05G:
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The school information section of the corresponding A level sheet requires the same details, but its layout is very slightly different.

On the actual screen display there are yellow cells, used for row and column headings, purple cells, used for calculations carried out automatically by the spreadsheet, and green cells, into which you type the data requested.  The cells which are green on the screen display are the shaded ones in this illustration (if you have printed these notes in black & white).  Data is entered only in the green cells: you are not permitted to change the contents of yellow or purple cells.

In the school details section, make sure that you enter your school’s ISC number as 4 digits (i.e. with leading zeroes if necessary) and also the 4-digit PIN which your school has been allocated.  Each school has a unique PIN for all electronic returns to ISC, including the annual census.  Your data cannot be processed unless the correct PIN for your school has been entered as shown above.  Your school’s ISC PIN can be found on the paper version of form 05A or 05G: it is the 4-digit number following “?” at the top of these forms.

Contact details are required so that the Monkton Combe Computing Service (MCCS) can be in touch with the school should any problem arise with the submission of examination result data.  The timescale for the publication of results by ISC following the release of results by the Boards is very constricted.  Proof copies of data will be sent to schools either via the e-mail address or the fax number shown on the school details section of the data entry sheet.  Please enter telephone and fax numbers as digits and spaces only: do not insert dashes or use the “+44(0)” notation.

To enter data in a cell

1. click on the cell;

2. type in the appropriate number or text;

3. press the Return key (or click on another cell).

It is possible to move around the data entry sheet to select cells by using the Tab and Arrow keys.  Some cells have small red tags in the top right-hand corner.  If the mouse is used to locate the cursor close to one of these tags a pop-up help message will appear.

Entering GCE and VCE A & AS Level Results

The Data Entry sheet in file 05A contains separate tables for (a) GCE A and AS level results excluding General Studies, (b) A/AS level General Studies, (c) Vocational Certificate of Education (VCE) A and AS level results, (d) IB results.  There is a further table for the entry of numbers of GCE and VCE candidates which is included in the following illustration of the GCE results tables:
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Details are entered in the green cells only, which are the shaded ones in the illustration.  Cells for which there is no information to be entered for your school should be left blank, as in the illustration.

The Candidates row of the GCE A/AS level table on the left is for the entry of the number of candidates whose results are included in each column.  In the illustration, it looks as though on average the boys entered for exactly 3 A level subjects each.

All schools with GCE and/or VCE A/AS level candidates must enter figures where appropriate in the table on the right-hand side of the above illustration.  The first row is for the numbers of pupils included in the declaration of all GCE A/AS level results.  Similarly, the second row is for numbers of VCE candidates.  The third row is for the total numbers of pupils with GCE and/or VCE results: in a school which does not use IB the figures here are likely to equal to the numbers of Year 13 pupils.

Numbers of candidates supplied here should be equal to the corresponding numbers declared on form 05R3 in June.  If in doubt about which candidates and/or results should be included in the return, please consult sections 5 & 8 of the general guide 05Rnotes.

The VCE A/AS level table is identical in format to the GCE A/AS level table illustrated above.  Ignore it if your school does not offer VCE courses.  Do not forget to count two grades for VCE Double Award results.

The worksheet “A_AS Stats” contains statistics based on the results and the UCAS points system.  The sheet is provided for information only and must not be sent to MCCS with the results return.

Entering IB Results

The IB table (illustrated below) is included in the Data Entry sheet in file 05A.  Ignore it if your school does not use IB.

In the first part of the table, enter the numbers of Higher and Standard grades obtained and, on the “candidates” row in each green column, the numbers of candidates with results included in the column.  The procedure for entering points obtained in Theory of Knowledge and Extended Essay is the same, except that there is no row for numbers of candidates here.

In the final section of the table, the numbers of boys and girls who either did or did not gain the IB Diploma should be entered.  Overall numbers of IB candidates are calculated automatically from these figures: these should coincide with the numbers declared on form 05R3 in June.

The functions of the three buttons on the right of the table are described later.
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GCSE Data Entry

The next illustration shows the results section of the GCSE Data Entry sheet (file 05G):
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Again, data is entered only in the green cells (the ones which are shaded in the illustration).  Where there is no entry to be made (e.g. in the “Girls” columns in a boys’ school, or where there are no GCSE short courses), leave the cells blank: do not enter zeroes.
The number of candidates should be the same as the number declared on form 05R3 in June.

All totals and other statistics are calculated automatically from the data entered.

If in doubt about which results to include and which to exclude, please consult section 8 of the ISC results collection notes (05Rnotes).  Don’t forget to count two grades for double award Science.
The functions of the three “buttons” shown on the illustration are described below.

Closing the Workbook Down

The Data Entry sheets in both files contain three buttons: Make, Print, Save & Quit.

At whatever stage you wish to terminate use of the workbook, you are recommended to click the Save & Quit button on the Data Entry sheet.  This does what it says, saving the workbook in its current state before closing it.  The alternative is to use the standard Save and Close methods provided within Excel.

Submitting the Data

Consider whether you will forward your data to MCCS (a) by post or fax, or (b) by post or fax and by e-mail.  Method (b) is preferred.

In either case, the hard copy version of the results output from the spreadsheet file is required.

When you consider that the information you have keyed into the data entry sheet is correct, click the Print button on the Data Entry sheet.  This produces a hard copy of the Print sheet which is designed for sending to MCCS by post or by fax.  (Alternatively, select the Print sheet in the workbook by clicking its name tab and use the standard Excel print routine.)  For Year 13 results, the Print button will only print the second sheet (of IB results) if the school has IB candidates.  The printed results sheet for IB must not be sent to MCCS if the school has no IB candidates.  If there are IB candidates, both sheets must be sent.

Sign and date the output from the Print sheet, and send it to MCCS by post or fax.  The fax number is 01225 722033.  Folded into three, the printed form will fit the window envelope provided.  (If not using a window envelope, please write the form name and the school number on the envelope, e.g. 05G – 1760; the address for posting is printed on the form.)

Sending Data by E-mail

1. Go to the Data Entry sheet of the workbook and click on the Make button.
The effect is to create a summary file of your school’s data in a file named

YYXVnnnn.csv

where YY = last two digits of year, X = “A” for A level (including AS level and IB), “G” for GCSE, V = version number (1 by default), and nnnn = the four-digit ISC number of the school.  It is this summary file (not the complete workbook), which should be e-mailed to MCCS.  The message box signalling that your summary file has been built successfully incorporates the name of your output file, which you will find in the folder used to store the Excel workbooks.

2. Start your e-mail application and address a message to:

data@bewick.org

3. Enter as the subject of your message

form name<space>nnnn<space>school name

where form name = 05G for GCSE, 05A for A level, nnnn = the school’s 4-digit ISC number.  For example, 05G 1750 St.Cuthbert’s College.

4. Either attach the output file from your workbook (see stage 1 above) to the message or copy the text of the file into the message.
5. Check that your e-mail message will be sent in plain text format.  (Some e-mail programs, such as Microsoft Outlook, offer HTML, rich text and plain text alternatives.)
6. Send the e-mail message.
In order to avoid delaying operations at MCCS, please do not put any other content in the body of the message (no comments, no queries – nothing) and do not e-mail the entire Excel workbook.

Footnote

Please don’t be discouraged from using the computerised method for examination result submission either (a) by the length of these instructions - descriptions of procedures which are actually very simple at the computer always appear more complicated than the procedures themselves, or (b) by lack of previous experience of Excel: previous experience is not necessary, though obviously it will help.

The computerised method eliminates the considerable volume of calculation which has to be done for the corresponding paper returns.

If you have any comments about the ISC scheme for electronic submission of examination result data, please e-mail them to julian@bewick.org.
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