LAMDA

How to Access My Reports on Exam Track —
Private Centres

You will receive an automated email message letting you know that your Exam Event has
progressed to the next stage. For example: Exam is now Ready for you to add learners,
Event is now live. You will also receive emails from our LAMDA team whenever a change is
made to your schedule, during the planning stage. When you receive these notifications,
please log in to ExamTrack and review your reports. You can then download or print them

as required.

Step by Step Guide to Accessing your Report

1. Log in to ExamTrack by entering your Username and Password, provided by

LAMDA, via the Login page available here: Welcome To ExamTrack!
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2. Select ‘My Sessions’ from the Left-Hand toolbar.
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https://lamda.examtrack.co.uk/accounts/sign_in
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3. Click on the ‘Actions’ Icon next to the relevant Event.
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Dashboard / All Events
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ID... Search...
D% Centre Code % Centre Name $
18343 TEST TEST
18350 TEST TEST
18446 TEST TEST

3 Records Found

Name # Date &

test event 1
test event 1

30/12/2022

test event TROA 05/01/2023

Event Balance ¥

0.00

750.00

0.00

Cancelled

Actions ~
Actions ~

Actions ¥

Event Complete

Ready for learner entry

4. Click on ‘Event Reports’ to access the available reports.

- G () hittps//lamda.examtrack co.uk/teacher/workflows

Examnilrack

Dashboard / All Events

CY AN

ID... Search...
D% Centre Code % Centre Name ¥
18349 TEST TEST
18350 TEST TEST
18446 TEST TEST

3 Recerds Found

Doc ID: CGU-0025-V1.4-06/26

Name % Date %

test event 1
test event 1

30/12/2022

test event TROA 05/01/2023

0.00

750.00

0.00

Event Balance 3
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Status %

Cancelled

Actions ~

View Sessions
Event Reports

Event Complete

Ready for learner entry
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5. Select the required report from the drop-down list and then click ‘Process’.

Session Reports

Please select a report from the list.

Draft Session Timetable

Close Process

Your downloaded report will then be available in your Downloads folder. You can access
downloads via:

Your File Explorer — Downloads Folder \H

Or by searching your Browser downloads by clicking on the three dots to the top right of your
Browser screen and selecting

‘Downloads’ from the drop-down list. Y —t—o—=2—

Please note: Depending on the status of the event, you will be able to see only the relevant
documents. Please see Annex 1 below for what documents you can view at each stage.
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Downloading Individual Learner Examination Reports (LERS)

Learner Examination Reports (LERs) can be downloaded as part of a bulk report by
following the steps in the previous section. Alternatively, you can generate an LER for an
individual exam, allowing you to quickly access, download and share a single learner or
group report without generating the full report pack.

1. Open the relevant Event
From My Sessions, click the Actions button next to the relevant Event and select
View Sessions.

Status o

Awards Generated

View Sessions
Event Complete ‘
Event Reports

Pay Outstanding Balance

oA T

Event Complete

2. Open the Individual Learner Reports option
Click the Actions button next to the required exam session and select Print Individual
Learner Reports. The options available may vary depending on the Event status.

Paperwork Received $

24/11/2024 m

Print Individual Learner Reports
|

26/11/2024 ‘ Actions ~
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3. Select the report type
Choose the appropriate report from the drop-down list and click Process.
¢ If you are downloading reports before the exam, select ‘NEW Learner Report
Sheets’.
¢ |f you are downloading reports after results have been generated, select
‘Completed Learner Reports’.

Print Individual Learner Reports

Please select a report from the list.

NEW Learner Report Sheets

This will download all Learner Reports within this session and
save them to your computer. Depending on the number of
learners, this may take a few minutes. Please click "Process"
once only and wait for the downloads to begin.

Print Individual Learner Reports

Please select a report from the list.

Completed Learner Reporis

This will download all Learner Reports within this session and
save them to your computer. Depending on the number of
learners, this may take a few minutes. Please click "Process"
once only and wait for the downloads to begin.
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4. Download your reports

The reports will be generated automatically. Depending on your browser settings,
they may open automatically or be saved to your Downloads folder.

If the reports do not open automatically, you can access them from your Downloads
folder or via your browser's Downloads menu.

Print Individual Learner Reports

Generating Report

Please wait whilst we prepare the report named "NEW Learner
Report Sheets".

Please note: The report available depends on where your Exam Event is in the process.
Before the exam, ‘NEW Learner Report Sheets’ are available. Once results have been
generated, ‘Completed Learner Reports’ become available.
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Step by Step Guide to Printing Reports

1. Open the PDF document. P

2. Select the Print Icon from the top toolbar/

3. To print the entire report, select your printer from the list, select the number of
copies, ensure ALL Pages option is selected and then click ‘Print’.

4. To only print or save specific pages of the report (e.g. Special Attention Report to
show reasonable adjustments applied)

a. Select Microsoft Print to PDF (to store the pages as a PDF), or select your
Printer from the drop down list if you require a paper copy.

b. Select number of copies.

c. Select the Open text field under the ‘Pages’ header and insert relevant page
numbers. If you want a range of pages, detail numbers from and to with a
hyphen (-) separating (e.g. 1-5). If you need non-consecutive pages separate
each page number with a comma and a space (, )(e.g. 1, 3, 7, 13).
Combinations of these methods can also be used (e.g. 1-5, 12, 17-19).

d. Click ‘Print’.

Print ?

Total: 1 sheet of paper

Printer

Microsoft Print to PDF ~

Copies

1

Layout
o Portrait

! ) Landscape

Pages

O i

eg. 1-58 11-13

Colour
Colour ~

More settings ~

Print using system dialogue... (Ctrl+Shift+P)

Cancel

Print

Total: 1 sheet of paper
Printer
Microsoft Print to PDF v

Copies

1

Layout
o Portrait

C Landscape

Pages
O Al

(o] | kg 1-58 11-13

Colour

Colour v

More settings ~

Print using system dialogue... (Ctrl+Shift+P)

Cancel
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Annex 1: Reports and their availability

LAMDA

Reports accessible at all stages from scheduling to event complete

Learner Authenticity Report

Balance Report

Reports accessible when entering candidates and when staff are working with you

and checking the schedule
Draft Session Timetable

Candidate List

Provisional Timetable

Balance Report

Invoice

Private Centre Coordinator Paperwork
Report containing:

Cover letter

Event and Session Schedules
Invoice

Balance report

Learners completing more
than 1 exam

e Special Attention Report

e Exam Piece Titles Report

Reports accessible when Event schedule has been finalised and Event is Live

Learner Report Sheets (LERS)

Balance Report

Invoice

Exam Piece Titles Report — PDF

Learner Authenticity Report

Reports accessible Post Event

Exam Piece Titles Report — Word

Balance Report

Invoice

Learner Authenticity Report

Reports accessible after awards have been generated

Balance Report

Invoice

Completed Learner Examination Reports (LER)

Results batch report containing:
e Candidate List
¢ Results Summary
e Completed Learner
Examination Reports (LER)
e Medal Report (if applicable)
¢ Invoice (if applicable)
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Version control
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Ve Date Initial | Comments

number

V1 01/12/2022 | KR New Document

V1.1 13/04/2023 | KR Minor Updates to reports accessible

V1.2 01/05/2025 | KZ Minor Updates to reports accessible

V1.3 16/03/2026 | KZ Minor Updates to reports accessible

V1.4 04/07/2026 | KZ Added guidance for downloading individual Learner
Examination Reports (LERs) and updated document title
and screenshots.
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