
Sending Exam Results to Students using InTouch 

 

Once the results have been processed in Examinations Organiser, schools can send candidate's 
examination results securely using InTouch. To use this functionality, an email address must be 
recorded in the student's record under panel 4 and set to Primary.  

If an embargo date for the examination season has been defined in Examinations Organiser, 
emails can be sent only after this date has passed. The message sent resembles the Candidate 
Statement of Results as produced by Examinations Organiser. 

When sending exam result messages, it is possible to change the exam season to any other exam 
season in the current academic year. If the current academic year has no exam seasons, you can 
select the last exam season of the previous academic year. 

Before email messages can be sent, you must identify the candidates to whom you wish to send 
results.  

The candidate selection process can be carried out at any time prior to the intended sending of 
examination results. The candidate selection process could include a whole cohort or an individual 
group of students.      

Firstly, ensure in Tools | InTouch | Defaults Setup that the default communication is set to 
Student Email 

 

You may also wish to set a default Message template to accompany your exam results, this can be 
a personalised message template including the school logo, school contact details and some 
student merge fields.  This can be done via Tools | InTouch | Templates Setup.  If you choose to 
do this, you must set it as default in this area. 

 

 

 

Sending an Exam Result Message 

 

1. Select Tools | InTouch | Exam Results Setup to display the Find Exam Results Definition 
browser. 

 

 



2. click New to display the Exam Results Definition Detail page, which is used to create a new 
definition. 

3. In panel 1: Basic Details, type a Description for the definition e.g. Summer 2020 Exam 
Results. 

4. Select the Exam Season for the definition from the drop-down list. The Exam Season 
displayed is the default season set in Examinations Organiser but can be changed to any 
other exam season in the current academic year if required. If an embargo has been set up for 
the selected season the Embargo End date is displayed. 

5. To select the intended recipients, click Add in the Recipients panel to display the Find 
Students browser.  

 

 

6. Click Search to list all students who are scheduled to sit an exam in the selected exam 
season and have an exam entry. 

7. Highlight the required student(s). Use Ctrl + click or Shift + click to select multiple students. 

8. Click OK to return to the Exam Results Definition Detail page where the recipients are displayed 

.  

9. If you have selected Student email as default in the Defaults Setup area, students will be 
preselected, it is also possible at this point to remove any students added in error by 
highlighting and clicking remove.   

10. Click Save. 

 



Exam Results Day * 

1. Select Reports | Exams | Send Exam Results to display the Send Exam Results dialog. 

 

2. From the drop-down select the relevant Exam Season. This defaults to the season marked as 
Current in Examinations Organiser, but any future exam season can be selected. 

3. Select the required Exam Result Definition from the drop-down list. If only one result 
definition has been created in SIMS, its name is displayed automatically in this field. If an 
embargo has been set up for the selected exam season, the Embargo End date is displayed. 

4. A tick in a column indicates the intended recipient of an exam result message. 

5. Click Send. 

 

*It is not possible to schedule Exams Results to auto send at a specified date and time. 

 

If you have any questions or need assistance please contact the helpdesk on 0345 226802 or 
email helpdesk@schoolicts.co.uk 

 

Please note JCQ Guidance for 2020 states - Exam results should not be released 

before 8am on results days. 


