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 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. 

 

 



 

 

Select the date on or before the exam was booked as the start date.  

If before, we recommend going back three months. 

 

Select a date one month after the exam date as the end date. 

 

  



 

 

Type the learner's email address into the learner email field. 

 

 

Click Load Batch. 

 



 

 

Select the batch using the invigilation email received at the time of booking. The batch 

information is included in the email. 

 

 

Click View. 

 



 

 

Enter the name, then complete the mandatory toggles. 

 

 

Click Save. 

 

Completed forms will display ‘Updated batch details successfully’. 
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