
 

  

How to create a Non-Adaptive for Printing assessment and 
assign Learners 

There are a number of different assessments that can be created in the Assessment Tool. This 

document outlines the process for creating a hard copy, printed assessment. 

 

1. Log into the Assessment Tool using your ESAA username and password: 
 

 

 

2. From the Assessments tab go to the ‘Create a new assessment’ panel located on the right hand 

side of the page: 

 

 

3. Select the type of assessment desired (note that Vocabulary assessments cannot be printed): 

 

 

4. Type in a name for the assessment. Remember that this will be seen by the Learners and may 

also need to be referred to again in the future so choose an appropriate name: 

 



 

 

5. Select ‘Non-Adaptive for Printing’ in the Assessment Type section: 

 

 

6. Once you choose a ‘Non-Adaptive for Printing’ assessment you will then need to select an 

‘Assessment Strand’ and ‘Difficulty’ level (both mandatory fields): 

 

 

7. Add any notes that may be required for this assessment (optional): 

 

 

8. Click on ‘Add more Learners’ or ‘Save Assessment’ (this will allow Learners to be added at a later 

stage). In this example ‘Add more Learners’ has been selected: 

 

 

9. Select the Group or individual Learners you want to assign to the assessment: 

 



 

10. As Save Assessment has been clicked, Trades Apprenticeship May 2011 has been successfully 

created:  

 

 

11. The assessment is now ready for use. Print out the assessment by clicking the “Download 

Assessment as PDF” link. Click the “Download the Marking Guide as PDF” for the correct answers 

as an aid for marking once the assessment has been completed by the Learners. 

To upload the Learners results to the Assessment Tool, click on “Mark Assessment” to enter the 

data. The individual Learner Assessment Reports will then be immediately available: 

 

 

Important Note:  once an assessment has been created it will only be available for a Learner to sit, or 

be modified by an assessor up to the expiry date eight weeks after the day it is created (located under 

the Assessment Details column): 

 

 


