
 

 

 

 

 

 

How to Complete an 

Online Invigilation 

Form 
 

Online Functional Skills 



 

 

Overview 
This guide has been designed to support invigilators in navigating the SARAS system to 

complete online invigilation forms accurately and efficiently. It provides a step-by-step, 

click-by-click walkthrough to ensure that all required actions are completed correctly when 

submitting invigilation details. 

Navigation and form access 
Click the Invigilation Form. 

https://tna.tquk.org/TNA/TeacherManagement/Home/Index#/Categories 
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Batch search and selection 
Select Your Centre. 

 

 

Enter the Exam Booking Date and End Date, if known. Don’t forget to select Load Batch to 

update the batch list. 

 

 

 

 



 

 

Select the Batch dropdown to see a list of all batches. 

 

Select the correct batch, then Continue to candidates. 

Learner search 
You may also enter the learner’s First Name, Last Name, or Email Address to fill the 

invigilator form for a single learner. 

Once you have entered any of these criteria, select Load Batch to display any batches 

containing the learner. You must select the batch to continue. 

 

 



 

 

Invigilation protocol validation 
Review the learners in the selected batch to ensure they match your records. 

Leave comments as needed for the TQUK Exams & Invigilation Team. 

 

Select Continue to Exam Report. 

Enter your name. 

Select your responses for the questions/declarations. Leave any comments as needed for 

the TQUK Exams & Invigilation Team. 

 

  



 

 

 

If the learner has used a scribe, word processor or speech recognition technology, select 

Yes for the relevant learner under Candidate-Specific: Access Arrangements at the bottom 

of the page. This will apply only to that learner so must be completed at a learner level for 

each.  

 

This will generate additional statements for you to confirm which of the Reasonable 

Adjustments the learner used. Select Yes for the relevant statement(s). 

 

This will expand further statements for you to specify how the learner used the Reasonable 

Adjustment. Select Yes for the relevant statement. 



 

 

 

Scroll to the bottom of the form and select Save. Completed forms will display updated 

batch details successfully. 

 

Once this appears, the form is complete. 


