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GCSE Business & Communication 
Unit 3
Use of eSubmission for Assignment Uploads



Sampling Based on 
Marks Submitted



Sampling on the Mark - Screenshots

Process of completing eCRS, Authentication and Internal 
Standardisation is unchanged. Lead Teacher makes submission as 
they have done in previous series.



Sampling on the Mark - Screenshots

Lead Teachers will see this updated message when completing submission. If 
centres require access to make changes to record sheets after submission, they 
should contact CCEA’s Operations Modernisation team.



Sampling on the Mark - Screenshots

Following the Lead Teacher’s submission, all registered users will see 
a Sampling tab appear in the eCRS application.

25 March 2023dd/mm/yyyy at XX.XX



Sampling on the Mark - Screenshots

Centres completing submission before the open date for sample 
generation (generally two weeks before the eCRS deadline) will see 
this message in the Sampling tab.

dd/mm/yy at 09:00



Sampling on the Mark - Screenshots

When sample information is available, users will see this information in the 
Sampling tab. This will appear in descending mark order, covering a range of 
marks and all teacher codes. Departments are required to submit the work of all 
listed candidates.
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Sampling on the Mark - Screenshots

Clicking              allows users to create record sheet prints for all 
candidates in the sample. There is no requirement to provide these cover sheets to 
CCEA, but centres are asked to obtain signed permission for candidate work to be 
used as exemplar, and retain this permission in case it is requested by CCEA at a 
later date.



Functionality of eSubmission

Screenshot Examples



Central Login

When you have access to eSubmission, it will appear in your 'My Applications' 
list in CCEA's Central Login

When you have access to eSubmission, it will appear in your 'My Applications' list in CCEA's Central Login



Home Screen

GSY31: GCSE Business 
& Comm. Sys. Unit 3

GSY31: GCSE Business & Comm. Sys. Unit 3

In eSubmission, you will be able to access all components you are assigned to.

Closes on dd/mm/yy at 17:00

Closes on dd/mm/yy at 17:00



Component Main Screen

When the sample has been generated on eCRS, these candidates will appear in eSubmission the next day, and 
you will be able to upload files for them.

GSY31: GCSE Business 
& Comm. Sys. Unit 3

Closes on dd/mm/yy at 17.00



Setting Groups (Optional)

Candidates can be assigned to specific groups using the Group Setup function, if this will make uploading easier, 
but there is no requirement to do this. To access the grouping area, click Group Setup.

GSY31: GCSE Business & 
Comm. Sys, Unit 3
Closes on dd/mm/yy at 17.00



Setting Groups (Optional)

Then click the Create Group button.

GSY31: GCSE Business & 
Comm. Sys. Unit 3
Closes on dd/mm/yy at 17.00



Setting Groups (Optional)

This allows you to add a code and name to identify the group by. Then click the Create Group to confirm.



Setting Groups (Optional)

To assign a code to some or all candidates click Assign.

GSY31: GCSE Business & 
Comm. Sys. Unit 3
Closes on dd/mm/yy at 17.00



Setting Groups (Optional)

GSY31: GCSE Business & Comm. 
Sys. Unit 3
Closes on dd/mm/yy at 17:00

Follow the on-screen guidance on how to assign candidates to Groups. Once complete you must click Confirm 

Group to finalise.



Uploading Guidelines

pdf, zip

GSY31-71007-4296.pdf

The above information appears when uploading files for an individual candidate.

Centre users should note that if files are not named using the above structure or saved in 
PDF format, the upload will be unsuccessful. Files must also not exceed 200MB in size.

GSY31-71007-4296.zip



Checking uploaded files

When a candidate’s file is uploaded this icon    will appear. Registered teachers 
can click this to download previously uploaded files for checking if they wish



Uploading Multiple Candidates

Centres can upload files for multiple candidates at the same time, which can streamline the upload process.

GSY31: GCSE Business & 
Comm. Sys. Unit 3
Closes on dd/mm/yy at 17.00



Completion Screen – During Uploads

Registered teachers have access to a ‘Complete Submission’ menu option at any 
point during the eSubmission process. If they click into this screen when not all 
candidates have had a file uploaded for them, the Lead Teacher will see a list of 
candidates outstanding.



Completion Screen – Consent Declarations and 
Confirmation

When all files for sampled candidates have been uploaded, Lead Teachers are asked to 
identify which samples have had written consent obtained for the work to be reproduced 
by CCEA.

Clicking the ‘all’ or ‘no’ candidate radio buttons will allow the Lead Teacher to then press 
the Complete Submission button. Clicking the ‘some’ radio button will generate a list of 
candidates in the sample, and the Lead Teacher must specify which of these has written 
consent been obtained for, before being able to press the Complete Submission button. 



Key Points to Note

All files must be:

▪Saved in the correct format. For GCSE Business & 
Communication Systems, files must be saved in PDF or Zip 
file format;

▪Named using a specific structure (unit-centre-candidate);

▪No more than 200MB in size

▪Uploaded by 5pm on the date specified in CCEA's Calendar of 
Events, and the eSubmission application.

Centres must continue to submit eCandidate Record Sheets 
through the existing application. 



Support & Guidance

• Users previously registered to use eCRS for GCSE Business & Communication Systems 

will automatically have access to eSubmission;

• When Exams Officers register new users for GCSE Business & Communication 

Systems in E-Moderation Admin, this registration will also give users access to 

eSubmission;

• Registered users will be able to log in to eSubmission and upload candidates as soon as 

marks have been submitted, and the onscreen sample is available;

• Further guidance for users will be available on the GCSE Business & Communication 

Systems area of the CCEA website closer to the summer series. A video tutorial on how 

to use eSubmission is also available;

• CCEA’s Moderation team is available to answer any eSubmission queries. Email 

moderationteam@ccea.org.uk for assistance.

mailto:moderationteam@ccea.org.uk
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