
 

 

How to set-up your BASE CEM Assessments  

(WEB Only Version) 

This document will provide guidance to successfully set-up and administer your BASE CEM 

Assessments. 

We will cover: 

 Logging into the CEM Secure website 

 Uploading Pupil details 

 Edit a pupil record 

 Find your BASE assessment Passkey 

 Creating your BASE assessment shortcut 

 Checking who has been tested 

 

Logging into the CEM secure website 
When you purchased the CEM BASE assessment you will have created your CEM Secure account. 

The CEM Secure website site is where schools purchase the assessments they require and it is also 

where they access their CEM assessments (and also find their feedback reports once assessments 

have been completed). 

 

From the CEM website (www.cem.org) and from the Secure Sites menu option select CEM Secure. 

 

 
 

 Enter your school CEM Secure Username and Password into the relevant text boxes and 

click Log In. 

 

 

 

 

http://www.cem.org/


 

 

 

This is the CEM Secure website for a school. (This guide uses an example school) 

 

 
 

 From the main menu choose Assessment Centre 

 

 Choose the BASE Reception option and click OK. 

 

 
 

 

 

 

 



 

 

 

This is the BASE Assessment Centre. 

 

 
 

Upload pupil details  
It is a good idea to upload a pupil details file prior to using the BASE assessment. It is not an essential 

requirement but it will save a bit of time when you come to use the tests with your pupils.  

 

Your file can be created using Microsoft Excel. It will need to include some of the following 

information (a * indicates a required field): 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

Create your details file in Microsoft Excel and save it as a csv file: 

 

 
 

 Choose the Import option from Assessment Centre. Click Choose File and browse to where 

you have saved your details file, if your file does not have a header row change Yes to No, 

and then click Upload. 

 
 

 You will then have the option to match the headers in your file with the CEM Headers. If 

your file headers are the same as the CEM Headers then they should automatically match.  

 

 
 

 



 

 

 If any columns do not automatically match you can manually match by clicking the down 

arrow in each header box and make your match selection from the options available (shown 

below): 

 
 

 Once all matches have been made you have the chance to review what is going to be loaded. 

Click Next if you are happy to load.  

 

 
 Your details are now loaded!! 

 

 

 

 

 

 

 

 

 

 



 

 

Editing a Pupil 
Once you have loaded your pupil details, you can edit them by selecting Manage pupil details then 

choose the required pupil record and click Edit.  

 

You can also create a new pupil or class by selecting New, or Move a pupil into a different year 

group or class, and also Delete a pupil record. 

 

 If you need to edit a pupil record, highlight the pupil and click Edit. 

 

 
 

 Make the required changes in the resulting form. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 When all changes have been made, click ‘Save’. 

 

 
 

 

Access the BASE Assessment Shortcut and Assessment Passkey 
 

To complete the assessments you will need to access the Assessment shortcut and Passkey. 

 

 Select the ‘Carry out Assessments’ menu option.  

 

 

 

Choose the version of the assessment you will be taking 
 

There are 3 versions of the assessment: 

 Non-Web Version 

 Dual Version 

 Web-Only Version 

 

In this guide we will show the Web-Only-Version process.  

 

 Click on the arrow in the Web-Only box. 

 

 

 



 

 

 

You will be taken to the Web delivered page.  

 

 
 

 You can ‘Click here’ to download the assessment shortcut.  

 The Passkey for your BASE assessments will be displayed in the Key column. Remember the 

BASE passkey is unique to your school but you will use the same passkey for each pupil 

you test. 

 The shortcut will appear in the bottom left corner of your Chrome browser. This can then be 

saved somewhere on your school system, in a location where you can access it. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

You can also create a desktop shortcut this way: 
 

 Highlight the shortcut text displayed beneath the Click Here link and ‘Copy’. 

 

 
 

 Go to your computer desktop and right click your mouse and select ‘New’ then ‘Shortcut.’ 

 

 
 

 

 Paste the copied shortcut text into the location text box 

 

 
 

 



 

 

 Rename your assessment link (I have renamed my example test link BASE  Assessment) 

 

 
 

 My test link now looks like this on my computer desktop. 

 

 
 

 

NOTE: the assessment link will be the same for all the BASE CEM assessments 

your school will be taking.  

 

The Passkey is unique to your school and is the same for each pupil in your 

school who you will test using the BASE assessment.  

 
 

 

 

 

 

 

 



 

 

Testing your pupils 
 

BASE is taken one on one with the pupil. When you are ready to test you will be required to do the 

following: 

 

 The teacher or teaching assistant will select the BASE Assessment link 

 They will enter the BASE school Assessment Passkey  

 They will choose the name of the pupil they are about to test 

 They will set the computer volume to the required level (remember there is sound with the 

BASE test) 

 The assessment will start 

 The pupils will either point to where they think an answer is or answer verbally 

 The teacher will indicate whether a question has been answered correctly or incorrectly 

 When the test is finished the on screen character Milly will tell you the test is finished 

 You can test another pupil or close the internet browser 

 

What if something goes wrong? 
 

Using the fully online version there is always the risk that an internet connection may be broken. 

This may result in the automatic transfer of a pupil’s test responses file being unable to be 

transferred to CEM when the test is completed. 

 

If this happens a message will be displayed on screen to say that the transfer of the completed 

assessment file has failed.  

Don’t worry the results can be returned to us manually.  

You will be prompted to save the results file somewhere on your computer. We would recommend 

saving the file to your computer desktop or documents folder, and rename it as the name of the 

pupil.  

 

This can then be returned using the Return Results menu option from Assessment Centre. Simply 

click Choose File and browse to where your file is saved and click Upload. 

 

 
 



 

 

Checking who has been tested 
 

By selecting the Status Reports menu option in Assessment Centre you can see who has completed 

the assessment and who is still to be tested, example shown below:  

 

 
 

The BASE pupils are displayed and the status of each test. 

 

 Pending – the module has not yet been taken 

 Completed – the module has been successfully completed 

 In-Progress – the module has been started but not finished 


